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PREFACE

r)

ThAs Installation Guide provides:both an-introduction to and a guidp.fer,
r .

,adopting the graduate

\

level program for prepartng VocatAonal'Education Curricu,
.

lum Specialists. The rut*riculum materialsfor the progam-were devioleped at!:1
\

,

Washington State Univerpity,.Pullman, Washington, under s contract with the

United States Office of Edqation:

The Vocational Education Curriculum Specieliat(Project Was nducted at
4

Washington State University. under ehe general Supervision of the Office of

Grants and Research Development and the College of Education. Major responsi-

'bility for the development andieesting of the-curriculum was assumed by the,

,Wcational Tectinical Area faculty in the Department of. Education. Defier

.;

faculty members in the department and outside consultPnts assisted in its.

development.

It was the belief of the project steff that the process Used in developing

the.provem for preparing9Vqcational Education Currigulum Specialisti should

exemplify the processes described in the CurriculUm thaterials and this Guide.

The process advocated is a group process inlihich qualified persons with
.

4ifferent_theoretical orientations and different,backgrounds of experience

have an opportunity to.assist in the development, offersuggestinns for ob-
f

,jeCtives and content and challenge basic tyncepts. ThiS process is-not always

easy and may even interfere with establighed timelines for a curriculum develop-

mene project.. However, it was an accepted assumption that.the end product

Would be qf better quality and more useful because of the-group interaciton.

The Willingness of many people to become involved in this project.was greet-

fying to the project staff. A list of those Who"directly-contributed to the
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project activities is gilven in Appendix

The project otaff is particularly apfreciative of the guidance of Matt

V. Marks, Thief, Currfcuium Development Branch, Bureau of Occupational and

Adult Education, U. S. Office of Education and qf the intivet, efficiency
.

, .

and perseverance of the project, secretaries, Janel Powell and Miriam TUck..
. . .

t

r

During the year period of the projectc tymerican Institutes for

Rksearch, Palb Al o, California, also was under contract.with U.S.0:E. to

41
develop a turriculum for preparing Vocation 1 idupation "6iriculum Special-

ists. The WSU and AIR staff members conferred dqring the early ,planning

stages of the projects and later shared findings from,surveys made to help'

determine cpmpetencies needed by vocational education curriculum specialists.,

.

The National Advisory Panel served both groups and planning of panel meetings

was a joint efiort. The .cooperation of Dr. James A. Dunn, Dirjctor of the

AIR praject,and'his staff yrovided a valuable resource for the Washington

State Univèsiy staff.
\-, \

A Third Ijarty Evaluation of the Vocational Education Curriculum Special-
q

i

ist Project wa conducted under a subcontract with Northwest Regional Educa-

tional Laboratory. The Audit and Evaluationgirogram of tiarthwest Regional '

Educational Lahoratorris to be commended.for.the quality and completeness of

this evaluation. Dr. Steven R. Nelson, Evaluation SpeCialist, directed the

evaldhkion of all'aspects of the project and worked with faculty members in

collecting evaluative data from courses in which'the curriculum materials

were tested. tonferences with Dr. Nelson held during site visits and periodic

% .evaluation reports were of considerable value in.improving the management
\

plan for the second year of the project and in making final revisions of the

curricu/um materials. -r



This. Installation Guide is being made available to all those Who pay

consider ale initiation of a program for preparing. Vocational Education

Curriculum Specialists aneto other vocational edudation leaders who are

concerned with.professional development. Each Guide is accOMpanied by a

set oftOe.seven modules, or units, f instruction."' The.modules were used

during 197.576 as a'part of a graduate eourseat Washington State Univer-

sity and final revisions were made to this curriculum on the basis of the

evaluative data collected during this pilot teat.

At,

,eAL-4 ;112/.
Alberta D. Hill, Project Director

V

41
/1-1.rtle

GeOrge Z.' Brain; Dean
College of Education

s
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5

. INTRODUCTION

This Installation Guide is prepared for use with the

curriculum which hat been developed for.a graduate levei,

progrik to prepare Vocational Education CurriCamm Specialists.

The Guide is addressed to vocational educators who will take

leadership.in planning, organizing, administering, and evalu-

sting an advanced level program to prepare curriculum special-

ists. It Cs also addressed to those who will "teach" the

courses, units, workshops, seminars, or institutes in which

the curriculum will be used.

The purpose of the Vocational Education Curriculum

Specialist Project is to offer specialized training-of pro-
_sr

jessional personnel.' This purpose will not be achieved if

the curriculum developed is not widely disseminated and used

by a number of iistitutions offering graduate level programs -

for vocational educators. This Guide wiil give direction for

4

and facilitate Utilization of ehe curricula.which includes

seven separate modules, or units, and'a short introductory

unit.

).11)

The Guide includes:

- a sgtement of the nature of the Vocational

CUrriculum ppecialist Advanced level training

program,

guidelines for initiating and installing the

program!,

- suggtstions for administritive.arrangements for
A

E3.
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1

implementing the program,

- alternate proposals for organisatio and use of

the curriculum materials,

- an overview of the content of the training program,

- criteria for selecting trainees, and

- general procedures for evaluating the program.

In 1974, the United States Office of EducatiOn issued a

request for a proposal to develop a program for training voca-

tioeml edtation curriculum specialists at au advanced level.

This program request wale based on an informal surv.ey conducted

under U.S.O.E. auspices in 1973, which indicated an ever

emerging need for curriculum.specialisation in vocational educe-

\

tion. According to the findings of this survey, vocatioaal

education curriculum specialists were needed in five critical

areas: (1) to assist vocational teachels with curricular de-

-Acisions and problems; (2) to provide traieing for inservice and

pre-service teachers; (3) to develop and evaluate curriculum

plans and eaterials; (4).to initiate and implement cprriculum

changes; and (5) to conduct research and development efforts

in vocational education.

This emerging need,for curriculum specialisation in voca-

tional education i reflected in the dramatic expansion oe

vocational and career education programs in the past ten years.

gar.

The demandlor vocational programs for youths and adults re-4'

Ilkquires development and iMplementation o programs--progr

which rp,abreast with contemporary, occup tional needs.



Specialists acquainted not only with the philosophy, purposes,

and methodology of vocational education, but also Fith compe-

tence in curriculum construction and developient, ar needed

to insure quality of revieed programs.

7

Most vocational educators who war the badge of curriculum

specialisation in vocational education have ben prepared for

their work largely through years of trial and rror and occa-

sional inservice experience." The.time required to prepare.a .

curriculum specialist by thismethod greatly,limiwthm.number

:

available, and these educators often lack o hidal

perspective and the theoretical background of 'a syst_ ically

trained speciafist.

The following problems have been identified which sub-

stantiate the need.for specific training in curridulum speciali-
1

cation: 4

4les.

1. Modern technology expands and changes at a tremen-
..

dous rate, and technical curricula in the schools %,

must reflect those changes. Teachers ina admini-

strators\need help to implement these changes.

2. Career education is a fast growing program which has

been tincorporated into schools froa the pre-schodl

level through higher and adult education. ,There is

a need for 'curriculuM leaders, if we are to insure

cohesiveneii of goals and curricula of career and

vocational edUcation.
.fm

3. Curriculum must be designed and implemented for

individuals makinq career changes, replacing obso-

late skills or preparing for new occupatidnal

opportunities.

la
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Specific curriculum is needed for school dropouts,

11.

ysskilird individuals, those Without sufficient

training to enter the work force,-and for vocatio

4
rehabilitation of physically and mentally handic p

individuals.

5. Specialists are needed to consolidate the efforts of

'statd and federal agencies, communitieslublidauF
A

private schools, and other occupational trainiag

grouys.

nieWoiaiional Education Curriculum Specialist.is artoro-,

fessional person with s cial preparation for meeting the respon7

sibilities of currie develepment and aaintenac. in vocational

education. There.are many curricular functions n vocational

education but there has been'no neat and easy way to classify

. the functions or prepare an accurate job description.

In the past it has often been true that the person respon-
..

sible for curriculum development in vocational education may not

have been a "specialist" at,all. ,was not uniikely that this

person possessed little or no f rmel_training in curriculum de-
.

sign, development, implementation, and renewal. Most often

thesi"curricularduties were assigned to vocational leaders who

possessed a variety of titles and occupied various types of

lino and staff positions. *song these leaders who particlOated

in curriculum development were deans of.instruction in community

colleges and vocational-technical instituies VecatiOnal direc -

bore in local school systeis or consort iaj teacher eaucators;

state or federal agents in 'charge *of curriculum development and

11
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evalustionj,curriculum,materials and media specialists;

directors of staff training programa in bueiness, industry,
. .

,O ....

and the armed forces; and directors. of curriculum research

and experimental programs. In many instanced, the task of

curriculum maintenance And renewal is given directly and

exclusihly io vocational'edueetion teachers..
4

The term "curricullet" has been euggested by some

educators as a substitute for curriculum specialist. The

connotation often ascribed to the "specialist" is that of

sosienne who single-handedly develops, changes, initiates,

and evaluates new curricula in Vocational education. Such

a perception suggests not only a misunderstanding of how

curriculum isi renewed and developed, but also a misunder-

standing of the transactional role of the curriculum leader.

' The curriculum specialists, or curriculists, are first and

foremost team leaders who are,trained and skillful in the

.dynamics of change, involvement, and participation. .They are

curriculUm "generalists" who possess a broad variety of skills

and knoyledges about learners, the learning processes, emplor:.
.(

.9

sent trends and about the training needs of indiViduals pre-
,

paring for.different occupational fields.

'Therefore, a change of title from curriculum specialist/

to curriculist.waa seriously considered in the development of

the Vocational Education CurriculUm Specialist program, but

because it has not been generally accepted in the literature,

.
. . ....,i

the more familiar, though someehat.lengthy title, !Vocational
y

Education Curriculum,Specialiet" has bein retained. Because
. .

of the length of the t1

A

itle the acroilym VECS 15 often used in
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ilHAT ARE TEE

TASKS OFA

VOCATIONAL

CORRICULdiN

SPECIALINT?.

-

this Guide and the ciltriCulum material,
.7111. , .

"!!

41i

No one description can encompass.all of the functions of

vocational education leaders who haVe responsibility for curricu-
f ,

lum. There has net been, nor is there likely to be,,,anyneati,r4s-:

and easy way to classify the multiple functions. 'The conceptual

model whigi appears on the next page was d ved from extensive

study of curriculum tasks. The model WAS used by the Washington

State lin/varsity project staff in delimiting the competencies

to be included in the program to prepare Vocational Education

Curriculum'Specialisto. This model, a two dimensional grid,

servd.aa a tool le discussions ameng.staff and with consultants,

inClarifyieg and organizing the competinCies for the'

:4 _

gram. :;DoilrIthe categories of-curriculum responsibility and the

vocatioharedUcation personeel.who-tam Carry out these functidia

are indicated. 'The three categoriet of responsibilities are:

Strategic Pla;24, Design and Development, and Adoption and
(-

Implementation.' Eadh of the Competencies-which were selected

for the curriculum specialists representa a cluster of tasks

, directly related to one of the thiee categories.

Strategic Planning. In the category of°Strategic planning,

Vocational Education Curriculuoa,Specialists "case" the world

of,work. They keep a finger on the pUlse of labor, business,

and industry; attentive to the needs in those areas that re7

quire adjustment of' existing iecational curricula or the

planning for new programs. AO strategic,planners, the

13
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M1

curricului, specialists assess manOower-Jteeds and Community

and regilal needs.' They establish priorities and'develop

long rake plans for.meeting these priorities.

is category Of tasks also involves:,

Developing financia3akiTi which is useful in
0-,

t seeking funding for programs, preptring proposals,

,

. and establishing budge
.

..01 ,t.

Selecting, training, and eVkluating instructwol
,

., i

' and supervisory staffs in vocational e, a,

ft

'

I-WM.0ring legislation affecting 1.-

grams' as well as identifying and
)

iment:to,Vocational Vducation on t.. AT Atleal
1;

I.
leaders and 1.

v:

4. lecoming,a policy maker responsible for

tenanclii and growth of vocational,educition programs.
.

it

'The lostsuccesSful policy will be developed by the stra-
.

tegic planner who is not only'responsive to the institutional
-

"goals of vocational education, but also to the.goals and needs

of all the personnel who make the vocational eduCation curiiCulum
ft

function.

Design aid Development. In order to perform this crucial

'curricular tk,'the VECS must pOssese a variety of coipetencies.

They need to have background theory.and technology,of curriculum

,design; program development and instructional materials pre7

paration. They must possess sound judgment based On tht psychology

of 'human learning and have an ability to articulate a philos

ciphy or philosophies of education based on current research

evidence. 15



'vitt

Jn addition, the task of designing And developing voca-

tional curricula demands an uP-to-date knowledge of available

vocational cuAlculum materials and n ability to utilize and

produce a variety of mediated materials. Vocat.onal Education

' Curriculum Specialists mist alse be accobpliehed in techniques

of group dynamici and interaction. 'Success in this category

' of curriculuM development will not be found selely. at the draw-
.,

ing hoard, but, in large.part, will be found where the

specialistd,are able to engage vocatiorill educators in an

. .

active way in the renewal of vocational curricUla.

P

AdO ti d Implementation. The third.category-of reSpongi-
,

bilit Ives adoption and implementation of curriculum pro-
_ ,

grams and improvementa. The succeisful performance of currieu-

lar duties in this category demands,an acute.aWareiess of

organizational structure and an understanding of how-to operate

effectively within such structure..

Monitoringnew cutricular adoptions and revisions and ,

.evaluating the efficiency .of new programs-is an essential task

of the VECS. .They must be able to conductsformatiie evalua-

tions of programs in progress, suggest and implement needed

curriculir revisions while the pr, ogram is still in operation,

and make thorough dummative evaluationi based on hard data

collected from personal observation, teacher perceptions, stu- ,

dent outcomes, and community reactions. In order to involve

the community in the evaluation of new programs, the Vocational

Education;Curriculum Spe/kalist must also be .effective in

16
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0,

informing the public of new oi tevised.offerings in vocational %-
ucatpn."

At the present time, the two dimensiinal conceptual model -
.0,

on page 11, would certainly be completed differently in'aiffetent

situations. In smallerAchool districts,.a vocational directoe
!

and the_vocational teachers would carry ont aliast al1!ot the

tasks-in all categories; in a state agency, one of a.team of

curriculum specialists mmi be concerned only with productiOn and

f. m

disiemination of curriculum materials; while a laige camaunity

college may employ a curriculum specialist with'responsibility

for directing others in carrying out. many of the,curriculum

tasks.

h . A

The program developed for preparing.Vocational Education'.

Curriculum Specialists-has certain characteristifts which are.,
. I

critical to the installation and successful operation of the

program.

First, the prograkis gtaduate level. It requires;4

GRADVATE a. students with the capability of succeeding in gradu-
.

PROGRAM? ate work;

b. mse of library facilities which can provide technical
.\

and reSearch,journals,,search capabilities and

up-to-date,literature in vocational education and

curricnlum; ,and

c. a graduate level facultfand reseatch program.

Secon44the program is interdisciplinary in nature. The

/I
prepatation of Vocational Education Curriculum Specialists

necessitates the involvement of experts from'supporting

17
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disciplines related to curriculum development and deci ion.
. ,

making, sfriaill also'involve condultants knoWledgeable in
; p

business Snd.industry: MoSt VECS need.to be'able to work'

with voca ional,educators in all vocational fields,so faiulty

Will need to have's coMprehensive voOtt%naLeducation back-
.

ground..

15_ .

$

4 Third, the program is field.oriented,and required c108e, ,

I''. .

.

contaCt- with vocational education programs in schools, tOch-;
. ..

nical,institutes,and businees. It mustjmovide opportunities

for'Work with curriculum Managoment inorganizational struc7..

tdres at.local, state, ind university levels.

ar-

18

-
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44

INITIATING 4 VOCATIONAL EDUCATION
CURRICULUM SPECIALIST.PROGRAM

,

Initiation'of a Vocational Education Curriculum Specialist

Program at graduate levelsinvolves systematic planning. Policy..

making, personnel selection-, business management, and relations

-
with eter agencies are major items of concern- to _institutions'

, . *

ok agencies aspiring, .develop programs for the training of
.,,

u4k*ulum apecialis s in vocational education:: Each of these

'areio is distussed seParately in thia section of the Guide.

,

' Polic ki is the flrat step in initiating-a VECS pro-'

gram. tncludes : 1) planning and organizational considerii-

AS4VMPTIONS 'tions that cede any'decision to implement the prograd, and

;CAR BE 4 t if t2) establ 'tang operational policies and procedures that must

MA44; ABOWT

,,,.... J

be consider:d\to effectively manage d administer the Program.

POLICYMAXING? In establishing policy for theHprOgram,' certain assumptions
\._

have been made:

'4 1, There is no one spJtified setor sequence of policy

decisions that pill automatically'insure the4successz.

ful d elopMent d Operation of a VECS'program.

2.' Plànzinand organizat 1 events in the eaiablishment

of new curricula Will i luencOnd shape Program

policy.
.

3.. The program will,remain responsive to the needs-of
0

the field only to the degree that its goVerning bddy

includes business, labor, education, and community

-representatives who have real influenee..

19

sr
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4.- WSU's eiperience, while unique, can fore a useful

basis for establishing other Policymaking structures.
I

In the early ,sfages of determining the feasibility ogra

MHO IS ,VECS program, active support should be'sougiit from: (1) coilege

INVOLVED or university administrators; (2) teachers wtSwill be directly

IN 'or indirectly involved in the program; (3) sta e departments of

POLICYHARING? vodatioial edultion personnel; (4) local directors voca-
?

tional education; and (5) representati from bu 88i t,

as 4

induatry, labor and olier community resent tives

- A
Irom each of these groups will form a task force whose prime'

.

responsibility is to determine whether or not a VECS prograi ,

./should be iiiItiated. .
'Continuity of leadership is vital to the auccess 'of the '.

- program. Ajiiiim aS Possible, it is recommended that the per-
_

,

-4 son who is to serve, as program adminittrit*Or.binvolved in. - .

.,s.
.

.

/.
.

. .
.

.the planning from the very beginning. Subsequent decision
.
,

a

:MAT ARE THE

PHOCESSES

POLICYMAKING?

making on prOgrem'operations should combine the policymaking

' responsibility of the governing body with the'management-talents

.of the Orpgram adeinistrator, and the operational perspectives,

of tHefrograM staff.

Each in8tittiti6evcontemplating the installation of a

program for training of VECS would approach the-topic of

polieymaking on the basia of itZ organizational structure and

the number and kinds o\personnel available and interested in

the program. The suggested PolicymakingChecIlist which fol-

lows will enable those responsible for policymaking to give

20
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POLICYMAKING CHECKLIST

Deciding Whether or Not to Inittate a vkcs. Program

Preliminary Activities

CHEQC

1. Obtain tentative'approval from key college or university
administrators to particpaie in planning for a VECS program.

2. Assemble a task force made up.of representatives from
education, state department of education, labor, industry,
and business and delk.neate roles for aavisory group,and
administrators. -

t

-3. Review VECS philosophy and bui chàracteristica and agree
on basic .concepts, outcOme, goals, an4_curriculum.design
for YOUR VECS program. 4

and

"".

4. Consider any legal requirements fo'r installing
operating the VECS program.

5. Survey potential Oployers ofiVESS interns and determine the
type of support to be provided 4y the district or agency.

6. Consider alternatives for an operating base: college or
university, local district, and/or governmental agency.

7. Construct a first draft of piogram and investigate
potential funding sources.

. Accept, modify, and/or reject VECS program as proposed.

Getting Ready for Operation of Program

9. Obtain formal approval frOm University for proposed VECS
,

.

program.

0. Obtain State Department of Education (Vocational Education

,Division) ap oval.

11. Arrange for p ogram funding based on,Projected-costs.
. s_

,
.

12. Establish operating base and governance structure and .

' defineprocedures for governing the program.

ra Installing the VECS Program_

13 Finalize policies relat44 to all phases of program
operation, including:-

13.1 management and organftation,
13.2 curriculum and instruction,
13.3 state agencies and local district resourcia, and
13.4 election of participants (students)..

21.



WHAT ARE

PERSONNEL

.NEEDS?
-

19

1

careful consideration to all aspects Of the poliCymaking

process.

)

A program for theStraining of VECS involves many persons--

eduCators, community leaders, Volunteers, emploYers,-and em- .

ployees. These are the inaividuals responiible for the actual

tining of the VECS. The personne1 coMponent of the program
A .

focuses on-the oiprations and support staff emplOyed by a'
A , /

664"-

iVersity or agency to manage and assumerespOnsibility fid0,,

liveiing the VECS. program to participants.

4

In establishing the personnel componen'of a VE016 program,
40;

WHAT final decisions ,must be based upOn a set of basic assunptions.

ASSUMPT10Mg' These ar4:

AFFECT 1. V.ECS prOfessional staff roles are radically altered

PERSONNEL? by community involvement in.the program

e The staff of the institntion or agency installing the

program shall retain final,responsibility for student

learning even though cooperating agencies, schools, or

- businesses play instrunental roles, in the program.

3. Administrators need to understand clearly the role

of each staff member assigned to the VECS. program;

staff Members need to undekstand their awn roles.

4. It would be difficult to operate an entire VECS program

with only part-time personnel.

22
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NNOrIN With the program ad1%istretor, subject to the approval of

*--INVOL the governing board. The program administratOr is guided on

PriMary responsibility on all personnel matters.reets

PHRSONIEL. ptocedura/ matters by affirmative action'procedures and other

ORGANIZATION policies.of the sponsoring institutiOn. Advisory groups s'

AND should also be'included inhelping determine progtam policy

, .

MANAGEMENT? and.proceduresin regard to personnel planning, recruitment,

end selection.

Staffing patperns can 'be orgapized-in different Ays.

HON SHOODD However, the staffing pattern must address four major.components:

THE
(

(1) administration, (2) the campus program, (3)-the field pro-

PROGRAN -gram, Ind (4) business mane ement. Figure 1 illustrates a
-

BE staffing model. The model 4epicts the functions which deed to -

, .

ORGANIZED? e carried out. Inman), i tances one person may'serve in

mo e than one capacity. For example, the ,director may serve as

the coAdinetor of the instructional program, and the coordina-

tor of field experiences, as well as the primary administrator.

:On a university campus, a professor who has developed-expertise

in evaluation may very likely have background also in.needs

assessment. Thus, this individual would be,able to serve,two

6 functions within the instructfonal faculty. Each of the

functions are briefly described below.

Administration. The VECSItOgram must have a director.

This individual could be the chairman.of the department or a

faculty member assigned as project director. The director has

primary responsibility fOr.the coordination of,: the major pro-

gram activities.

23



4

/1/0 4/ 4.1

a
INSTITUTIONAL GOVERNING BODY I

L- _
. .

t

ADMINISTRATION

Director of Program
(Department Chairperson or'

Faculty Mother)

1
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,
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dordinator
,..

BUSINESS MANAGER
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_

FACULTY

Specialist in
Curriculum

. .

Specialist in ,

Instructional Methods

I.
Specialist in

Evaluation

Specialist.in
Needs Assessment

41/

,

-Field Supervisor

'Field Site (local)
Supervisors

Secre
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Fig. le-Staffing model for Vocational Education-Curriculum Specialist
training programa
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The In4c-uctional Program. ?iuch of the develnpment-Of
,

. "
.

theoty and simulation activities included in a VECS progra,

. take place in organised course work. The development of tht

-.

courses, and the sel 'tion And minagementi,of the faculty ard:
' I."- \\ . .

.
. '.

the responsibility of the coordinator or the director.

Basically, the person responsible,for this program will be

concerned with the.selectionaf highly qualified faculty in

four major fields: (1) curricUlus design, (2) instructional

,methods,, (3) evaluation, and (4) needs assessmenti Institutions

lacking qualified faculty in these specialiaed areas should

consider the use of visiting professors to offer short courses'

in the designated field.

Field Experiences. Field experienced_9ould be developed

/--
coopSratively with Course instructOrs to insure effective use

of these experiences in developing-basic competencies of a

yoCationa1 Education Curriculum B ecialise Coordination of
t

field!ekperience.is essential. ernships, a vital part of

. i

the VECS training program, need special attention. 'The 1.47

sponsibilities of the coordinator of field experiences include:

1. selecting sites for field ejperiences including

internihips;

2. clarifying procedures for carrying out planned

Internship activities;

Aeveloping contracts or memoranda of agreements

with schools or agencies for internship;

4. selecting "field" faculty;

5. maintaining liaison with internship sites; and

6. evaluating the interns and internship program.

25



4 4

WHAT

23

I

The section on "VECS Internship'Program" describes

these _activities in detail.

Business Management. Mormally,the business attiv9ies

of a'VECS.Progr

7

can be handled'hy s competent secretaryNho

has knowledge f the bookkeeping procedures of the sponsoring
4

A6

institmt$6 Secretarial personnel currently employed in the
. .

..-
J

department iiy be utilized providing their pecific duties

and iesponsibilities are clearly understood. Responsibility
4

for an effective business managementjtaff rests with the

program director.

Suggested Guidelines for Personnel Selection and (*mi.-

zatiOn: Stiff'selectionlnd redruitaant vary with titu-.

tion as do policies and procedures:. To assist those ble
0 (

for personnel in a progran for preparing VECS, the suggested

Personnel Checklist which is presented on the following page

may prove_ of veXue,
w.

Business Management 'Procedures include such operational .

,

matters as budgeting, financial reporting, office routines,

puslOss insurance, health and safety, fatilities, and transportation.

MANAGEMENT To allow for the orderly and,pfficient operation of the

PROCIOVRES program, a framework will need to be established. This should

ARE NEEDED? include provisions for:

1. a budget that reflects the income 'and expenditures

of the program;
JIkik

2. procedures for submitting financial reports to

selected audiences;

2 6
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tRSONNEL CHECKLIST

Activity -

Establishing Personnel Requirements

Check

1. Define staffing pattern for VECS.Program.
1.1 Identify 4ndividuals who willbe intiolVed in studying etaffing

alternatives anddetermining staffing pattern.
1.2 Consider specific factort that may affect the stiffing pattern.
.1.1 Determine staff functions and numbers for operationAnd

support-of program. AO'

. Identify bailie qualities and abilities foi VECS staff.

3. 'Develop description of staff. pesitions.

Planning for Personnel Management

4. Establieh roles ind responsibilities for personnel management.

5. Establish policies and procedures for-personnel.
5.1 Istablish salary range for each position.
5.2 Determine length of contract year, other working conditio4.
5.3 Check with Central Administration onestablished institutional

policy on suchtmatters as:
Hiring, Disnissal, and Grievance Procedures,
Contracted Services', and

lEmployee Benefits.

Recruiting and Hiring Staff

40
. Determine tecruitsmmt stratitgies.

6.1 Determine when to advertise for specific positions.
6.2 .Defins interviewing procedures snd responsibilities.

.

6.3' Identify those aspects of program.that wdll attract applicants.

7.4 Prepare recruitment literature. .

8. Send notices of vacancies io desired audienced.

9. Interview candidates for.positions.

10. Name final selectioh.

U. Notify all applicants of final selection.

es

27



PERSONNEL CNECKLIST

Activity

'Establishing Framework for Maximum Staff Perforate:CA

12. Define clearly staff lines of responsibility, supervision,-
and interaction.

4111k

13. Develop strategies for staff development.
(40-service and Inservice)
13.1 Determine training needs of staff.'
la62 Provide resources for staff development.
115:3 Orient new staff to program.

14. Develop Strategies for evaluating staif performance.

25
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-

.facilitating daily operation of the program inCluding

patroll, purchasing, and inventory;
.111.

insurance for participants, staff, employers,

property, and vehicles associated with the program;

'an environment suitable for conducting'the program;

and

1

6. any, transportation necessary ior full participation ,

Iinvolvement in the program.

Many of the procedures.for managing a VECS program are

similar to those of most businesses and organizations. Some

procedures, however, are unique to te kVECS,..program'and will

need some clarification Many ofithe provisione for these

sqrvices may be available in the educational setting. If so,

' a:
Ailie Management Checklist may be used as lareminder VI insure

a'smoOthlr functioning operation. HOwever, some management

procedures required by the VECS.program.wilI.,be unfamiliar

(for example, insurance provisions for employer sites),-and

-
the guideliUes pertaining tO these special caSesmay be helgul.

The primary responsibility for business.management'concerns

k
and decisions rests, with'the program administrator. Of course,

the size of the organization and the Structure of, the program

affects the business procedures. For example, the administrator

in a large and complete organization may invOlve an assistant

and/or clerical staff to handle the routine day-to-day business

.management operation.

Suggested Guidelines. The Bulkness Management Procedures

Checklist wIlich follows, will serve as a guide to effective

29



BUSINESS MANAGEMENT PROCEDURES CHECKLIST

ACtivity Check

27

1. Review institutional policies and procedures for business
management.

Budget

2. BitabliSh adisinintrative responsibilities for business
management.

A
. 4. Select staff members to be involved in budget formulation.

41 Develop budget format.

5. Examine budget items that are unique-to VECS Project:
5.1 Consider costs for bringing in visiting professors.
5.2 Consider special transportation coats.
5.3 Consider facility options.
5.4 Consider data processing costs.
5.5 Consider costs of insurance premiums.
5.6 Consider special financial management costs.
5.7 Consider meeting and conference costs.

6. Develop schedule for budget deadlines.

7. Finalize.budget.

8. Request budget approval from governing body.

Financial Reports

9. Identify individuks responsible for financial reporting.

10. Determine who is to receive financial report.

11. Establish procedures for meetinglinancial reporting goal.

12. Prepate and submit the completed financial report.

Office Procedures

1 . Plan and implement routine office,procedures.
13.1 Establish procedures for payroll.
13.2 Establish procedures for administrative staff benefits,
13.3 Open bank account(s).
13.4 Establish petty cash account.
13.5 Set up purchasing procedures. 0

13.6 Establish expense account procedures.
13.7 Establish travel reimbursement procedures.

14. Plan and set up appropriate files for office records.

30



BUSINESS MANAGEMENT PROCEDURES CHECKLIST

tivity t.

-

Check

15. Plan and develnecessary forma for routine office work.

InsUrance and Safet

16.j Provide insurance.
,/ 16.1 Provide insurance for participants.

16.2 Prdvide in/Jur:7e for employer's property if damaged
i'y through etude use.

(1 16.3 Provide insurance for staff.
,

/ 16.4 Provide insurance for-property.
16.5 Provide insurance for vehicleti-if-transportation is

provided by program:

17. Record and set up proper files for insurance forms.

18. Make payments on insurance on schedule.

19. Update policies periodically.

20. Ascertain if other kinds of health and safety requirements exist
at employer sites and at the university center.

Facilities

21. ..Determine mi-ior type of activities to be conducted.

22. Compare facility needs against types of sites that are ivailable.

23. Determine if rental space is required:

24. Select appropriate facility:

ment

25. -Determine type of.equipment required to oOkiduCt activities.

26. Ascertain if required equipment is available or if you musk buy
or lease it.

e equipment.

Transportation

28. Assess need for participant transportation.

29. 'Arrange for transportation to meet student needs!

. 29.1 Consider leasing vehicles.
29.2 Considei utilizing public transportation.
29.3 Consider utilizing pertiCipant's personal cars.

31
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business management procedures for VECS program administrators.

An effective Vocational Education Curriculum Specialist

NHAT CAN (VECS) program must maintain-contact with all?aspects of the

EPPECTIVE field of vocational education in order tO keep the program

'COMMUNITY up-to-date and relevant. It is essential, therefore, to estab-

RELATIOkS DO lish and maintirin effective two-way communioatiOn between the

YOR THE.VHCS program and its publics, including students, parents, labor,.

PROGRAM? industry, educational institutiOns, state agencies and the

community-at-large. "

Cmairn.
relationships are especially important when

planning tnthnship programs. To initiate an internship pro-

gram at the local level requires community interest and sup-

port, often including financial support. The community must

be convinced that the VECS internship program will benefit the

community as well as the intern.

An effective community relations program worked out

cooperatively with the local school district, community col-

legee,.business, and governmental agenciespromotes the.'"VteS--%

program by:

1. generating communi4, interest in and support for the

program,

2. providing optional resources for the intern,

3. meeting the informational needs'of the program

participants so that they-are actively involved.in
a

program operations and can derive satisfaction from

their involvement,

4., developing liaison with various agencies, organizations,

3 2
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CCOOMITY RELATIONS cRECKLIsu

ACTIVITY

Plannihg to Introduce the VECS Program

1. Plan't tentative sequence of events for introducing .the VECS
internship"program to the community.

2. Solicit input from community leaders in the planning.

3. Identify program.representatives for community liaison.

4. Determine how to describe ihe VECS Internship Program and
anticipate. questions and concerns of specific audiences.

5. Revidiefactors that may affect the conmunity's perception -of
the VECS program.

Obtaining Support for Program

.6. Establish preliminary contact with the local educational agencies,
organisations, and individuals who Would influence the decision to
offer the VECS prograa.

\

7. Introduce the VECS prOgram to selece4d representatives from
business, labor, apd the communitytit,..large to gain sone
insight aa to potehtial commUnity support.

8. Contact the local communication media.

9. Seek and obtain early school board endorsement of the VECS
internship concept. 1'

10. Assemble a community based planning group.

11. Involve the planning group in making community contacts.

12. Present the program to governing board for final appyoval.

Communicating Program Information

13. Publicize the program and expand community involvement.
i-

ll.: Provide channels for input to program from participants' and
community members, including suggestions for program improve-
sent.

33



Activity

L

Check

15. Develop materials to communipate program information.

16. Provide an on-going evaluation of community relations efforts. q

M.0

:
rit'

P

r 0

ir
ac'

,..rr

I.

REMEMBER: The key to a successful community relations program

is the degree to which you provide for and accept

input from tke community.

31
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NEAT COSTS .

ARK INVOLVED

IN CONDUCTING

A. VECS

PROGRAM?

and groups that interact with the 'program and

5. providing periodic evaluations of ,and suggestions

for improvingithe program:

Any community based program, regardless of its magnitude,

must by definition generate and maintain strong community

support. The VECS program gdministrator is responsible for

coordinating and :hemming community liaison, but the staff;

students, and community participants should be involved in
'

community relations in various ways. Clearly, all program

participants will make a daily impact on the community as

they pursue their ioutine program activities. The_Community

Reliitions Checklist-on page xlis presented as one aid in'

developing and maintaining sound relationships:

Costs for programs vary and.are dependent upon the

location, sponsoringi institution, degree of financial support

from oily' agencies, and a'Wide.variety of factors.that pre7

clude 'the getting'of a fixed cost for conducting the program.
,

. ,.

Nevertheless, those anticipating starting programefor the

training of VECS must be aware of the costs involved and

budget for all the categories used to describe the program

costs. These include:

1. Personnel

2. Employee benefits

3. Travel

4. Supplies and materials

5. Library'

6. Communication

7. Services 35
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8. Equipmat

9. Other direct costs

Indirect costa

, Each of the above categdries will be discussed in detail
. .

in the balance of this sectiont

1. Personnel

Cost for personnel is dependent upon the existinp faculty,
10,

dieir area of specialization, and the availability of

other servite personnel. In_budgeting for personnel; list

everyone who will be working on the project including the

project director, assistant director, coordinators, other

assistants', technicians, consul nts, and secretaries.

Included in this category,should those that serve part

time. The annual salary of the p on and the percentage

of time to be Spent on the program ould be stated. Don t

forget positions whickare currentl vacant but whith win .

be required at a later date. If some salaries or portions-

of salaries are paid by outside agencies, these should be

reported according to established policies and procedures

of the agency or institution.

2. °Eiliployee Benefits

Benefits that are a part of the individual's salary must be

included. Among these benefits are social security pay-

ments, retirement contribution, health and accident in-

surance, workman's compensation, and other benefits normally

provided by the college, university, or agency.

3. Travel

Careful attention must ,be given to the category--TRAVEL.

38
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Thii cateiory includes per diem as well. Include in

the travel budget such items es:

a. attendanc at meetings and key conferences

b. letting up interne

c. 'field trips

d. supervision of interns

e. travel by consultants, visiting professors,

board members, advisory committee members, and

110.

others direbtly related to the program

f. ,travel by interns.

Determining travel costs is dependent lergely on the'

type.of. program. The internship component especially

will ipvolve significant amountsfor travel. How often

. the intet7 will meet on-cqmpus or'elsewhere for intern-
.

ship-relateeminarsvand'the distance to the various

"mites from the training institution Must be considered
4

carefully,in prepering ebe travel budget.

.Ta budget the out-of-town Per diem, estimate the

number of days and apply the institutiOn's eitablished

rates. Insptutionalpolicygenerally will'determine thi

travel allowance. The director is reeponsible for

determining the kinds andremount of.travel required

to effectively carry out

4. SuOplies and Materials

The VECS.director should

the proiram.,
1,'*1

9

estimate amorit of-expend-
N. Pt,

able office supplies And materials needed.' Usually the

Chairporson'of the vocational education department, or
. .

directors of the projects can'epprise the VECS program

3 7
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director of approximate seeds. Postage is AA important

item that must be included in thia category. The amount

requested is contingent upon the size of. theiprogram.

5. LibrarY

To be ffective, the:VECS program must have a library con-

tainingpypie* of the publications shown, in Appendix E.

Many of the x*1484118 and universities will have theme

pul;lications lin their libraries. Budgeting for the

library, therpfore, is dependent upon the availabillity of

the publications required for completing the modules.

6. Communication

Normally a VECS program encompasses a large geographic

area. This means that sone long distance phone calls

will be essential. Estimate these costs. Furthermore,

if a periodic newsletter is to be presented.and distribu-
c

ted estimate the cost and include it iii the operating

budget.

7. Services

*Incldded in this category are those items that may require

substantial funding. These inalude duplicating, testing
,

materials and scoring (specifitype and costa), fi4lm

processing, computer facilities, services, e_.g.,w

diaeomination of information rela to the project.

8. Equipment_

In general, there will be no need for additional equipment.

Review the curriculum materials to determine if particular

equipment, such as video tape records, are suggested.



m,

Cri'm cases.vhere such equipment, is necessary, each piece

of equipment mast be, budgeted and listed under this tate..

gory. Do not forget the cost of msintenance contracts

for this equipment.

9. Other' Direct poste

Included inthie category woad bi the cost for conlx1t-

hateto the Aran and visiting professers (providid

these are'not included under thf category Ilersonnel).

Also a part'of this category le test for services to be

contracted ok subtontracted to ontsideAgencies or

film evaluation coste,:and any other service that is

'essential to.the 'conduct -of the program.

10. Indirect Costs

Indirect costs are those "overhead" costs incurred as
*.

a part of the expense of the general operation o# an

institution or agency. Theie costs should b. incleded

as they represent an imporlant cost,factor. Normally

formulas.for determining these costs ire aiailable

from the fiscal officers of the institution or agency.

39
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rminammizme TEE VOCATIONAL ERUCATION
CURLEW= SPECIALIST_PROGRAK

4°

Qualifications Of trepees presented here were derived
,

MANE fro* a study Of the roles and responsibilities needed by a

POMMTAL Vocational Education Curriculum Npecialist and thi Office of

rnamasi Education requirement that the preirem developed he,a graduate

r:1

leveloprogrem. The survey cenduot in determininivneeds and
t 4'

the informal contacts.with adv$ao groups supported the.

Wilkingto410tate University faculty's perspective that- in order

to have the background needed, and to have credibility after

training, the trainee should be en experienced vocational

educator wittrappropriate work experience in one or more
-

vocational fields. The program is not designed to prepare any

person holding a Bachelor's degree to become a VocatiOfial Edu-
.,

cation CurricUlui Specialist, but to prepare vocational educa--.

tors to becomeremrriculum specialists. The following are the

characteristic, of potemtial trainees;

1. Experience. Experience as a vocational educator

who has:

(a) basic competency in planning an4 carrying out

S.

. an instructional program,

(b),An, understanding of the purpose and scope of

vocational education, and

(c) knowledge of the organisational struiture and

sources of funding for vocationlOreducatiou)

2. Academic Background. Vocational educator who .61ds

at least a BachelOr's degree and can provide evidence

of ability to succeed in a graduate level prograu.

4 0



WHAT

3. Commitment. An educator who has, as a professional-

goal, employment in:Vocational education positions-

which provide OpOortunity for leadership in curricu-
4'

luiedevelopment, impleeentation, and evaluation.

Consideration should also be given to active.participation in

Professional organizations..,.

Institutional procedures.khould be followed when inviting,

prospective candidates to a In Order to assure program'

'PROCEDURES Continuity, trainea selection.- ould occur at least annually.

NAYBE

IN

SELEINNING

mamas?

USED The following system ha8 been tried and is recomendel1where

;

no clear cut procedure ists:

4
1. announcement of.Prograh iS madeth state departmants/

of vocational edOcatioi andteducational admihistra=

tors who may haVe khowladge of particular trainees;

applicant make* ropuest for necessary application

materialt, aid returgvcOmPlated forms,prior to

closing date;

applicant makes arrangement *tie:mere oerecommenda-

tion ti.be forwarded to awarding institution by at

A.east ihree persons who are 'familiar With applicanet

.education,'experience4 and achievaimate; and.
. ,

applicant has parent inatitut1fn4Oreatd.urit4date

credentials to awarding institiii

,It is.suggested that Candidatespresent a aO d,rationale

Outlining Teir reasons fot wanting to undertake'study in the 4,

apeCialixed area of.curriculum in vocational education ati

part of their letter of application.. Applicants should explain

41.
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how the training will.benefit-thee in-the*r presentemployment
- .

or in achiewimvtheir. profedbiOnal

Checklistilfeed.at WASUington Siatepniversity n

'selecting trainees may be used to afsist in the process and

ate. particularly'llelpful if there_arf lore:applicants than

can be accolmodated. These Checklists follow.:-
e'

4 2
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EVALUATION PORM.POR SELECTING TRAINEES

Applicant Evaluator-

ITEM
NUMBER

,

CRITERION TOTAL'iOINTS POINTS'
pOSSIBLE RECEIVED

1. Experience in Vocational Education' 20

2.T Related,Experience 15
%

.3. Work Experience 10

4. Academic Preparation

5. Specialized Courses and Other Training 10

6. Leadership AbilityrProfessional, Civic,
Community - 10

7. Ability to Communicate 15

8. Ritionale.for Undertaking the Program 15

TOTAL POSSIBLE POINTS 110

(

TOTAL POINTS ASSIGNED

'43
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GUIDELINES: VEGS EVALUATION FORM

ITEM 1: Experience in Vocational Education

Remarks:

a) Teaching experience
7number of years
-types of school
course(s) taught

b) Wofkiwith student organizations
c) Teacher education
d) Experiencein developing curriCulum or curriculum materials

ITEM 2: Related Experience (professional)

a) Guidance and counseling
-b) Administration'
c). SupervisiOn
d) Intercity work.
e) Work with.minorities
f) Work with special education programs
g) Work with manpower developlent program
h). Rural development programs.
i)

.1)

Remarks:

ITEM 3: Work Experience (non-professional)

Exampleelectronics, medical technician, merchandizing

a)

b)

c)

d)

Remarks:

4 4)

a
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ITEM 4: Academic Ability'

a) Undergraduate record (grades) An major field
b) Gra40000krecOrd (grades) in minor field
c) Overalt.GPA *

d) Degrees held--BA; MA; Specialist-6 year
e) Major field
f) Minor field
g) GRE score
h) Miller's Analogy score
i) Letters of recommendation (attesting to candidate's

ability to do graduate work) 1

j)
k)

1)

. Remarks:

ITEM 5: Specialized Courses - -Other Related Training

a) Workshops
b) Military

,

c) Institutions 1 ,

d) Industrial

Remarks:

ITEM 6: Leadership Experiences

a) Membership in professional organizations
-name of organization (state, xegional, national)
-number of years an active member

b) Participation in state, regional, and national meetings
c) Offices held in professional or community organizations
d)

e)

f)

E)

Remarks:



0

ITEm 7: Ability to Communicate

f
a) Ability to.1041cally organize and write (application

letter, other evidence)
b) Ability to orally'express thoughts effectively
c)

d)

e)"

Remarks:

ITEM 8: Rationale.for Undertaking the Program

7

Remarks:

a) Applicant-has well organized, 4rammatica1ly correct
statement of reasons for undertaking program,
including:

1. objectives
2. introductory statement (basic philosophy)
3. ways in which training is to be used
4.

5.

6
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4

Curriculum naterials for preparing a Vocational Education,

WHAT Curriculum Specialist are organised into seven segments. Each

CURRICULUM segment, designated as a module, is designed to develop a

MATERIALS general competency.: The curriculum does not include develop-

ARE ient of all of the/administrative competencies which may be

PROVIDED? part of.the assignment of some curriculum specialisti. Only

.those competendies WhiCh were determined to be essential to ,

carry out the curriculum leadership responsibilities ire included..

The program in planned for advanced levels but it is not intended

that the curriculum prescribe a degree program.

The se4n modules are listed below and described on 66'

following pagei. A.complete statement of competencies and per-

/`.0
fOrmance'objectives are given'in AppendizA.

/7

1. /Developing Curriculum:. Goals, Objectives, and'

Instructional Plans,

Evaluiting and Using Needs Assessment and Manpower

,Information

3. Preparing for Curriculum Change

4. Organizing Instructional Strategies

5. Preparing Instructional Materials

6. Preparing for Curriculum!valuation

7. Promoting Professional growth and Staff Development

Introductory Module

Competency: Describe a vocatidnal curriculum by defining

INTRODUCTOrl the component parts of the curriculum and'explaining the imr
7

MODULE portance and interrelationship of each component.

This is a very short module which can be completed as

4 7
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an independent learning activity. Theemount of time spent

Int the module will vary withCirior experiences ahd background

of the learner. Itjs recommended that each person beginning

the advanced program in vocatgonal curriculum carry.out.the

learning aCtivities as a review andto.assure the instructor

that itudents have a knowledgeof"component parts of a curricu-

lum and have been inqoduced" to a veriety of curriculum terms.

Developing Curriculum

Competency: The Vocational Education Curriculum Specialiet

DEVELOPING will demonstrate the ability to develop appropriate program

CURRICULUM: goals, performance and instructional objectives, and

GOALS, instructional plans, and te assist the curriculuis development

1111 OBJECTIVES, team in this process.

AND' This segment of the curriculum is.to be considered pre-

INSTRUCTIONAL requisite to all other modules except the introductory module,.

PLANS .' It is suggested.that it serve as the core of a basic courser

in Vocational Education Curriculum. /Other modules which might,

be included with this module in ethree-semester or five-

.

quarter credit'course are:

- Evaluating Needs Assessment and Manpower Information.

'- Preparing for Curriculum Change

Some of the content of this'module may be review for

advanced level students. For this reason, and because of the

basic nature of the theory presented, parts of the module

ve been written as independent learning activities., This

,pro des students the opportunity to complete learning

activities at their own individual rate.

4 8



46

EVALUATING

AND USING

NEEDS

ASSESSMENT

AND'

This module includes three basic parts as indicated\by

,the title and three major performance objective*. These

parts are related to: (1) goals, (2) objectives, and (3)

instructional plans. The three performance oblectives are:

C,
1. Explain, illustrate, and utilize the processes'

for.establishing educational.priorities-and &els

in vocational education.

Write and sequence ;:rformance and instruc'tional

objectives in behavioral terms.

3. Demonstrate'the abiliiy to complete aeoccupstional

analysis and azi instruction-al ana1ysis as apart

of the instructional plan.

A "carrier project" is suggested as both allearning ex-

perience and posttest for the module. It is intended that

the project be'a realecurriculum plan which is deve1oped

as the student progresses through the module.

Needs Asseskment

Competency: The Vocational Education C rriculum Specialist

will demonstrate the ebility to ident y evaluate and,use

needs assessment and manpower infor atIq n and to assist the

curriculum development team in this process.

The needs adsessment process is an initial step in

developing curricuium for any'educational program. In

MANFOWER votational education, thls process involves the assessment

it INFORMATION Ofeboth occupatiinnal and giudent needs and the curriculum

specialist is frequently involved in the planning for an

analysis of slid% needs assessment data.

4 9



47

(<

Data for heeda assessment are frequently available in

various.forms fromboth, public and krivate agencies. Additional
.

information may have to be collected by the curriculum developr.

meat team. The activities require the learner to locate and'

Aznalyze existing information and to plan_for the collection .

of additional data.

The learner begins with definitions anerationale for

the needs assessment process, and differentiates the process

for vocational education from general needs assessment. Suc-

ceeding objective-A explain where needs issessment.can fit

into the process of curriculum development, and describe the,

various scopes_and models of needs assessment.

PerformanceAflbjectiveg.4 intre'duces.thelearnii to sources

of manpower data. The next objd4tiVe inv011ies _using manpower

information in making curricular decisions.

Performance Objective 6 deals With the.special needs of .

the disadvantaged and handicapped,Aile the following Objec-

tive requires atudents to develop a data collection plan for

the needs and interests.of all dfudents.

In Performance Objectivle 8, learners develop A plan for

Collecting local needs assessment data. The module inal

objective requires learners to analyze and interpret needs

assessment information,in making recommendations for curricu-
,

lum change.

5 0
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3

Curriculum Change

Competency: The Vocational Education Curriculum Specialist

will demonstrate the ability toAnitiate, facilitate, and

implement curriculum change and to assist the curriculum

* 2144
Vb
ql

development team in the change process.

Osntinuous,changes ire needed in vocationpl educatiOn to

-- -

,
PREPARING insure that the obj.Ctives, content, and procedure are

.. ,.

FOR u0-to-date-and meet VhO, needs of the learner and employers.
. , =-. i

CURRICULUM- Change will nOt occUr by improved curriculum plans,aione. The
, .

'CHANGE purpose of this module is to develop abilitiei needed to plan

4
ORGANLZUG

INSTRUCTIONAL

STRATEGIES

,for and enact curriculum change.

The module emphasizes the nature of Change in vocational,

education, the prodess of change, change and the re-,

sources used!;iichange. The concepts of cha are complex

and reghirehigh level cognitive abilities not easily developed

4

independently: Itost of:the learning activities require'group

sessions in which students can challenge oach other and share

ideas under the guidance of a well informed instructor. Many

of the learning activities ar: field oriented and could.be

used as focus for an internship.'

Organizing Instructional Strategies

AmplassE: The Vocational Education Curricului Specialist

will demonstrate the ability to identify and use appropriate

instructional strategies and assist the curriculum develop-

ment team in this process.

Knowledge of instructional strategies is essential to a
*

Vocational Education Curriculum Specialiat, who will constantly

51
S.
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use that knowledge in developing curriculum or in teacher

education. This module takes the curriculum specialist from

comprehension through demonstration of ten instructional .

sty iSselected for their application to vocational

edu on classes. In addition, the module provides criteria

Uhi can be used by learners to select appropriate strateglies

for various instructional objectives, learning environments,

learner characteristics, ind teacher Characteristics.

The module is divided into categories, one each for the ten

strategies, plus a category on criteria for selecting stra-

tegies. The sequence of the categories is on a continuum,

froii those strategies that are primarily teacher-focused

(lecture)-to those'that are mostly student-focused (indepen-.
.%

dentiptudy). However, from the learner's viewpoint, the

categories can be taken in any order, since each is designed

to be autonomous.

Learners itre not expected to complete the entire nodule,

but rather to select those categories which teen most appropriate

in meeting their needs. The pretest results can help make that

decision. The test is sub-divided by category, tkus pointing

out straps of weakness and strength. Another decision_criterion

is experience. Learners may feel comfortable with some stra-

tegies, but feel a need for more background and experience with

others.

All learners should complete the final category, "Putting

. It Together." The activities in that category proiride guide-

lines for selecting instructional strategies, a skill essential*

52
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5

to all curriculum,specialists.

Preparing I.4tructional Materials

Lognageci: The Vocational Education Curriculum Specialist

will be able to select, delign, and prepare instructional ma-
".

PREPARING terials appropriate for meeting established goals'and objectives

INSTRUCTIONAL and to assist tbe curriculum development team in this process.

MATERIALS Vocational Education Curriculum Specialists will provide

leadership in the promotion of teaching toward tpre effective

learning. Therefore,^it is vital that they develo0 skills neat.=

.sary 0 select, design,- produ.ce, and disseminaie:Instructional .

mate . .The VECS..hould also be able, to assist the cur:

/ Imo development team in implementing these processes. The -

ceases utilised and themmaterials developed in the module are

-appropriate for meeting prograe goals and objectives at different

levels of instruction and in a variety of learning situa one,

This module was designed to allow the learner to develop

those-skills necessary to acquire the competency in a step-by-step
-

process. Each performance objective takes the learner one step

closer to the actual selection, preparation, and dissemination

of instructional materials.'

The strategy used to enable the learner to acquire the

competeneyis an ongoing project referred to as THE PROJECT. THE
. c..

monct will develop the learner's expertise in preparint in-

structional materials. Each performance objective will build on

the preceding one to allow for the completion of the self-designed

project. The culminatien of the withal, is the deiign, prepare -', 1

A
. \? i

tion, and dissemination model for new instructional "sat rials.
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Performance Objective levee the learner aafoOportunitY

to become familial-with and taw-the vast .resources available

to vocational educators. The communication network that has

been established by-state and federal governments, industry,

and colleges aneuniversities will becoile a tool for potential

vocational curriculum specielists to use in their work.

The criteria used in the evaluation and selection of

liinstructional materials is the thrust of P e ormance Objective

2. 'The'learner will have an oppOrtunity to use readability'

formulas, style manuals, and assesament instruments that have

proven successful,in selecting appropriate instructional

In Performance Objective 3', the learner focuses on the

process of dissemination: Several dissemination techniques

-are presented and the learners'are askeeto divelop their own

models after completing the learning activities.
,

Performance Objective 4 shifts the emphasis of the module

to the development of new instructitual materials'. THE PROJECT

culminates in Performance Objective 5 with the.development and

preparation of learnet-designed instructional materials.

In Performance ObjectiVe_6, learners will have an

opportunity to have their projects evaluated by a peer. The

instrument used will be familiar since it was uied in Perfor-

mance Objective 2.
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Preparing for CutiiCalum Evaluation

Competency: The Vocational Education Curriculum Specialist

Will demonstrate the ability to develop and/or adopt procedures

PREPARING for curriculum evaluitioa:and to assist the curriculum develop-

-FOR -ment team in implementing this process.

CURRICULUM Parts Of Module 6 have been written as independent lea&ing

EVALUATIOW., activities, which allow theetudent to complete these activities

at an -individual rate. Obwever, grouiYinstruction under the

direction of an instructor who has'had both theoretical and

practical experience in evaluation is extremely important.

4
Group instruction in which other students have the opportunity

to critique .and challenge the independent work of each is also

an important part of the learning activity. In the pilot use

of this module at Washington State University, group instruc-

tion was limited to intensive work during three weeks--one

week at the beginning middle, and end of the semester. The -

competency in evaluation was one of two competencies selected

for major emphasis 4uriag ihe internshipirriod.

The module is ireiented in two major parts, Concepts
*

and knowledges gained in Part I of the module will enable the ,

learner to attain those objectives for the "application oriented"

Part

4

Part I

1. Define the tetdnology and explain the concepts

in educational measurementend evaluation.

2. Diagram and explain the relationship between

evaluation and oger curricular contepts.

55



PROMOTING.

3. 'Explain the key salient features,and usage of,

evaluitiOn models having relevance for Vocatienal

educktion.

4. . Select:le/or develop criteria that may be

applied in evaluation of vocational education
,

f 7

curricula,

5. Specify the soUrces Of errer and evaluate the

criteria used ln measures for determining student

outcomes in vocational mograms.

Part II

6. Assemble, analyze, and interpret evaluation data

and present data in an understandable fashion to a

A
variety of audiences.

7. Develop a curriculum evaluation form and evaluate

and critique two vocational program-proposals and

two_yocational curriculum guides.

. -

8. Conduct or assist in the development of a program

or class evaluation in an actual school setting.

Promoting Professional Growth and Staff Development'

40
Competency: The Vocational Education Curriculum Specialist-

will delmnostrate thl ability to prommote profeisional growth

H
and staff' development for curriculum izTrovement.

1

The Voeational_Education CUrriculum-Speeialisi-provides

5 3

PROFESSIONAL leadership in planning and implementing &ystaff development

GROWTH AND program. thSt'improveS Vocational educator!' atillity to develop

STAFF curriculum plans ind materials. Therefore, itix essential

DEVEIA thatthe VECS has the necessary knowledge, skills, and attitudes

reqoired.to organize and operate a staff'development program.
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,Thie module isr.omposedof two parts. Part I includes

basic concepts and.background Information on the staff develop-_

sent procesi. Part II requites application of Staff development

theory through an intern exPerience. Respective performance

objectives are:

1. deseribe and asplaia,the terminology and concepts in

staff devel4ment4

.\

2. describe the competendiesluteded for effective

leadership in conducting stiff development programs;

3. identify the.basic factor, that influS4ce communica-
,

tion and indicate the implications of each,on the

Vocational Education Curriculum Specialist in con-

ducting a staff development progroo;.

4. develop and defend a %model for toplftenting a pro-

gram for vocational edacation staf elopsent;

5. describe how 'to orgaa1se and implenant a staff develop=

ment prograt;

6. identify,the basic'techniques used in staff develop-

meat and describe how to apply them;

7. develop a system for.evalusting a staff dtvelopment

'program; and

8. Ilaplement'staff development theory into practice in

a variety.of'situations.

5 7



WHAT I'S

A

MODULE?

.55

The seven segments and a short intioductory unit are 4

9 designated as Modules. 'Module" as used here does not indicate

a short self-instructional unit, but the total instructional'

plan for developing the broad competencies listed above.

Each module includes an introduction which describes the

purOose,'rationale,lissic assumptions, and.prerequisites Of

the module.. "The content of each module includes;

1. Pretest and posttest,:

2. A glossary.of terms, if needed

3. Performance objectives. In most modules, sub-

' objectives, identified'as "Instructional Objectives,"

indicate the more specific behavioxs required to

achieve the performance objective.

4. Learning activities. Learning activities are sug-

geited for each instructional or performance objec-

tive. -..:These are suggested activities and it is

expected that a master teacher will adapt and revise

them as needed to meet the Leeds Of a Particular

erot;p. Instructional materials such as transparency

masters, worksheets, and reference materials are

included with the learning activities, Both group

and independent activities are included and field

experiences are suggested when appropriate.

5. Bibliography., This is a summary of references listed

.in.leirning activities."

6. Appendix. Some modules include additional materials

as an appendix.

5 9
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The modules are developed as guides for experienced in-

HOW ARE structors. It is expected that each instructor will add,,delete,

THS expand, and revise'the instructional objectives, and the learning

f 1

i
MODULES activities. Instructors are urged not to abandon strategies

. 1r

TO BE
- which they haye previously found to be successful. Hopefully,

4USED? they will find in the modules new ideas, as well as references,

Vt.C:jr

;

worksheets and evaluation devices which can be used in conjunc-c

tion 4th their strategies. It will be necessary to up-date

references each year. In this way instruction will always be

directed toward the development of the competencies required.

It iahopechthit future userslwill strive to revise and
h

expand the curriculum. Alternative learning activities within :

a module., as well as additional modules, may be developed

through internship experiences similar to those used bY WSU,,

during the initial development of the program. The utilixatioy
#

of students in a "learning by,doing" approach will enable the.

program to expand its materta0, while offering students an

opportunity.to apply their VECS skills.

Performance Objectives have been selected

study. Each contributes to development of the

-and should not be changed or discarded without evalua in the
;

IN

after caVefUl '

basic competency,
r

effect of theohange.
0

Self instructional materials are included; the.aioduln
I:),

but.the curriculum is not intended to be self- nstructionsi..

nor 11 any one module campletely self-instructional.; Hany-ot

the independent study, guides require group sessioni 7foi Wtharing

and evaluation.

5 9
ot,
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HOW ARE

MOAULES

ORGANIZED

'. INTO
!

m
eOURSESP.

6.7

i

7.!

0

Modules or parts of modules may be used in short inser-

57

%

vice workshops conducted by a university, professional organi-
f,

zation or state agency, It should be noted., however, that

the modules are designed to be incOrporated into,college

courses, where intensive study over a period oftime is possible.

,

A prograM for preParing VECS carried out at a college or

uniyersity will be organized into a Course structure. The number

Ofiodges. ii)Cludedin one course will be dependent Upon whether

an inst4tut1on.1.8013riganized.on a quarter or-semester basis and

the number; ot' credits usdAlly assigned one course. Other factors
,1

,

. . .

.Which will. affect coul organiihtion will be the extent to which
,

-

, field experiences-are incorpolrated intO the learning activities
.

or a+ modUle 'and: whether ,tixerVECS program is a "major" for a.

. . ..

..

Ap-degree)OogrammhiceincluOs other requirements.
.,.

,4' , .,- e ...,
Illp Prilgram of Studies and piedCourse Structure outlined

on pages 58 snciillustrate the7pattern
.

used in '.;he frial .

...

-iii.
4 .

, .,'

1
.Ube teItasWgton State University..:The orientation period was

,

:ssfat ore extenefive Chan-would be needid for most programs. The

4' .

ose 1 the lantensille work sitione in mmer prior to cOurse
f:

:iete

4;

work,pt,Washington'StaPte University Va; to give participants

for their, Criticii evaluation of all aspects

- ,

Ancluding the philosophical basis of the 4

4!.

--Both Evaiution and Staff Development modules

badtgroinA, neede4

ofthç
A

curriAlum

coritent

weie carried out -conCentrated course work within three

iweeks--apne week eactitir the'beginning, end, and middle of a,

semester withrhe.majOriy.pf,the activities carried out at

intitnShip sites:
.1

-

*.q?
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WASHINGTON STATE UNIVERSITY
PROGRAM OF STUDIES FOR'VECS STUDENTS

Summer Session 1975 -,Orientation Period

VTE 520 Problems and Trends in Vocational Education
2 credits

VTE 583 Seminar in Vocational Technical Educkition
2 credits

VTE 542 Instructional Systeis
3 crediti

VTE.600 Independent Study
1 or 2 credits

Fall Semester 1975

VTR 512 Curriculum Development in Vocational Education
3 credits

VTE 580 Instructional Strategies and Materials in Vocationa
Education
3 credits

Supporti4 course woriselected on basis of.student background and
goals
8 to 10 credits

A

Spring Semester 1975

VTE 581 Evaluation in Vocational Education
3 credits

VTE 543 Administration and Supervision of Vocational Technical
Education
3credits

VTE,583 Seminar in Vocational Technical Education
2 credits .

VTE 578 Internship in,Vocational Tebhnical Educatiod:--
6 credits'

4

4.

'61



COURSES

VTE 520
Problems and
/rends in
Vocational
Education

VTE 583
Seminar

VTE 570
Internehip
in
Vocational
Education.

WASHINGTON STATE UNIVERSITY
0OURSE STRUCTURE OF VECS MODULES

512'

iculum Development
o-Tech Education

VTE 542
rnstructional
Systems

4 MODULES

Preparing for Curriculum Change

Evaluating Needs Asseisment and
Manpower Information

Instructional
Strategies and ,

Materials in
Vocational Education

VTE 581*
Evaluation in
Vocational Education
and VTE 570

VTE 543
Administration
and Supervision
in VTE

*New course

Developing Curriculum: Goals,
Objectives, and Instructional Pfans,

Organizing Instructional Strategies

Preparing Instructional Materials

EPreparing for Curiiculum Evaluation

E
Promoting Professional Growth and
Staff Development .

--,.

6 2

59



60

WHY

EVALUATION?

. -

The use of any tlik modules, as they have been developed,

will include the scope *of study usually included in a three

semester or five quarter credit course. In some instances,

one nodule such aaMbdule 7, Promoting Professional Growth

And Staff Development, may be incorporated into in existing

COUrSO.

The Pilot testing of this pattern of courses indicated

that inclusion of threemodules in the curriculum course.is

not practical for a three semester credit course and at least'

some parts of Mbdule 2, EWaluating and Using Needelssessment

and Manpower Information, may be incorporated into the evalu-
.

ation course. Various combinations of modules can be used

for course structure. It should be rioted tha selection of

the pattern used at WSU was influenced by current course

..tructure. The pattern allows for inclusion of a curricrilum

specialist option fit the graduate program in Vocational

6

Technical Educaticin With minimal change to current coUrses.

A graduate level program for preparing Vocational Ed ca-

tion.Curriculum Speeialists (VECS) incorporated into any

institution will need cOnstant evaluation and revision. The

gtaduate level VECS proasm developed at Washington Stite

University is based on a careful study of competencies required

by a curriculum specialist, a rigorous review of the purpose

and scope of vocational education, a synthesis of research in

curriculum theory and the judgments of well qualified consult-

c"-, ants and staff regarding. the organization and management '/re

6 3 St
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such a program. The Program has lien tested through a "trial

.,

run" with graduate students in vocational education. Six of

these graduate students were selected "fellows." They were

' involved in critical review of every objective, learning ac-

tivity.and reference used in the durridAlum materials. These

fellows participated in revisions and supplements to the pro-

gram. A third party evaluator has Teviewed both the processes-

and priducts ot the projects and assisted with the eValuation

proceduree.

In summai)s.the prograi has been developed:in-a careful

and scholarly manner. HoWever, the program is not presented

as a perfect program but as a set of materials to begin d

progiam. Continuous evaluation of all' aspects will be needed

to strehgthen the content and procedures.

Users of the cUrriculum developed at Washington State

University will 1eed to be constantly aware of the fact that

the materials have been developed in 1974-76 and by a staff at

a land grant university located in a western state. One ad-

- visory gioup was composed of persons from Washington and Idaho.

The. organization and administration of vocational education

within the state of Washington undoubtedly had some influence

40
upon curricular decisions,- The majority of students enrolled in

the program were those enrolled in an advanced degree program.

Each oil these facts emphasize the need for an evaluation plan

which will insure that the program is relevant in another set-

ting and for a particular group of learners.

, .1(

Improvement of the VECS program and revisions.or additions

required to adjust the program to different settings, changes in

6 4
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employment opportunities or new knowledge will require evalua7

tion Olken of the following aspecti!_of the program:

1. Competencies needed by a Vocational Education Curricu-

lum Specialilt upon which the curriculum is based. A

survey instrument used in the Washington State Univer-

sity project and a pre-survey 101ephone.Contact Guide

are given in Appendix D. Additional study of the cow

petencies can be made thrOugh analysis of task', per-

formed bT VMS.

2. Selection of trainees. Further research evidence is

needed to document criteria listed earlier in this

Installation Guide.
:C\

3. Qualifications of faculty. Further evidence is needed

to determane the extent to which faculty members who

are specialist's in curriculum, instructional strategies

or evaluation, butwho do not have vocational education

background, may be utilised as instructors for the,

program.

4. Effectiveness of field experiences. Suggestions for

evacuation of internships have been presented earlier.
0

The efficiency and effectiveness of all aspects of

field experiences need to be measured in terms of

contribution to achievement of objectives, with ihe

extent of achievement weighed-against faculty effort,

trainee time and costs.

5. Program management. Such questions as which administra-

tive structure providei for the best program

1 65
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coordination need to be answered periodically. Da-

cisions.need.to be based on wall documented inform-
s

tion, not personal opinion.

Effectiveness of instructional program in achieving

selected objectives. The evaluation of the progrm

to determine how well the,competencies are.developed

is of major importance and is discussed in detail

below. It should be noted that this evaluation will
,

also give valuable clues and sous hard evidence which

will be helpful in evaluating apsects.1 through 5'..

listed above.

EValuations should not be limited to those that are used

after the gram is completed. Such evaluations have little

INCLUDED IN effect on ing the program for those participants from

EVALUATION whom the data vai taken. The evaluation process should be

OF continuous. It is essential that, as the piens fpr a graduate

srumwr VECS program are made, an evaluation plan be outlined. Each

PROGRESS? specific aspect of the curriculum should be judgedto deter-

mine how well that phase is being conducted. .It becomes

imporiant, therefore, that what is to be measured should be

clearly identified and then appropriate evaluation techniques

be employed to get the necessary data..

. The following types of evaluation are included Jr deter-

mining progrim effectiveness.

1. Evaluation of prerequisite competencies

A. All prospective curriculum specialists should

6 6
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4

have their previous experience and training

viewed to determine their readiness for:further

professional training as a VICS. Pretiqpistte .

competencies are suggested in each of the seven

modules,

B. It is recommended that a pretest be conducted

at the beginning of each module. Each module

has an enclosed pretest.to assess trainees' prior

knowledge and expertise.,

2. Formative Evaluation Checks: Upon coup etio

activities designed for with module, performance

4

,checks should.be administered to determineOhether

trainees are prepared to move on to subsequent instruc-
.

tional activities in the program. These formative..

evaluation checks may vary depending on the type

of activity completed. All modules have formative

performance instrumentaircluded where appropriate.

3. Summative Evaluation (Posttmpt): It is advised that

a final test be administered at the end of each nod-

_ule to determine adequate completion by each tr nee.

4. Internship Evaluation: The success or'failure of the

trainee's internship experience should be assessed

by the sponsoring institution to:determine the strengths

and weaknesses of each field site. A three-pronged

instrument that allows Basement bi the intern, site

supervisor, and university supervisor is exhibited in

APPendtx C of the Guide: These instruments were ,

aeveloped by Washington State University during the

6 7
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s

initial development of the VIM Program.

t5. Post-Prorram and Course Evaluatien: It is recommen

i
that.students and gtaff provide feedback to assist in'

program and course revisions. There are three areas

where evaluation should be diciie:

A. It is recommended that a final evaluatiob by

Students be conducted at the end of the taaining

period after cimpleting all the modules and

internship.

B. Instructional staff should evaluate course coatent,

procedures, and material usability at the end Of

each course to further upgrade the use of the

curriculitm.

C. Students should evaluate the instruction of each

module in terms of (1) the instructor's performance,

() course content, and (3)-use of appropriate

media

An example-of, a time line for evaluation of the VECS pro-

gram is given on the 'following page. 'This example is based on

a traditional semester schedule of a university and would require

a .te

adjustment for a quarter system or other instructional schedules.

The real test of the program will be the effectiveness Of

the VECS Performance on the job. Followup evaluation of par-

ticipants by means of on-sitexisits and survey instruments is

an essential measurement of the effectiveness of the progra0.

6
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TIMELINE FOR EVALUATION OF VECS, PROGRAM*

Jul Aug Oct Nov 'Jan Feb

Planning for the

Evaluation

1

,

Evaluate Prerequisite
,

Competencies .

.

. ,

.

- I .

.

Pretest

,

.

.

..., .

_

Formative Check

Posttest %,
,

.

Internehip

,ftaliation

i)o.i. Program

Evaluation .

.

s

.

.

.

*Based on semester organization at a university or'college

4
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Obtaining data thrOUgh a series of evaluations is*ZentiaLe "

HOW IS :1 but unless changes are made to improve.the obiectives,- content,

gvAWATION learning experiencea and references used in.the program,J;the tine
._,

67

DATA USED? and effort spent in developing and administering evaluation

instruments will be wasted. Evaluations can be used to change

'placement of performance objectives from one module to anOtheror

to reorganize module content of courses. Feedbabk from students

will provide a basis for changing, adding or deleting learning:.

experiences and for changing thi extent of instructor guidance.

Kinds and extent of audiovisual materials and library references

should be influenced by evaluation. Cumulative data on per-
,

formance on.pretests may indicete need Oa add to curriculum'

objectives which the currentosaterials assume are prerequisites,

or to delete some of the objectives which i)retests indicate have

already been achieved.

Summaries of evaluation ,dattiwhich are wellrtiitten and

documented will be useful in bringing about change in organiza-

tion and administration of program. These summaries also can

be of value in documenting need for increased library holdings

or additional staff.

AWAT IS

,

An internship is an essential and integrel part of the

total program for the preparation of a Vocational Education

AN Curritulum Specialist. It provides a realistic laboratory set-

INTERNSHIP iing in which classroom experiences can be explored and inte-

iROGRAM? grated as part of alotal curriculUm program. Through the

111 internship, prospective curriculum specialists in vocational

71
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education lelirn

apply past experpances,

'Aew pepition fot4hich

t theory into ractice, to.analyze and

and to develop ski ls required in the

they are preparing.

The internship program:

is a cooperative program among the itudent, the

field site'agency, and 'the inetitution of higher

education,

2. llOwm etch intern to impSient individually

selected objectives,

3. provides foi varying degrees of,reaponsibility

and variation of experiences which are in line with

the intern'acareer goals,

4. allows the intern to translate theory into practice

in a new situation and to build competencies in an

irea of individual interest, and

5. _provides for supervision by the college oenniversity

supervisor responsible for the intern, and provides

for supervision, guidance, and evaluation by the

cooperative agency supervisor.

The internship experience is the result of planning and

cooperation involving
*
(1) the institution, organization, or

agency which authorizes, proVides, and gives direct supervision

Av.the internship; (2) the Vocational Education Curriculum

Specialist training institution.which approves the application

,

for and assists in the planning and mnnitoring og,:the inteknship
N_v

e rience;.and (3) the students, on whom rests the responsibility

for carrylni1through the planned internship activities. All

arrangements for the internship are made on an individual basis
4,7

72
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with the interns in Cooperation with their university

supervisors.
s.

*Scope and Activities of fhe Internship

The internship object s are based upon the performance

;

. .
objectives in- one or more modules. The internship.norially-

requires participation in a variety of attivities. Interns

normally do not have a4ministrative authority except as

specified by the intern's site supervisor. Therefore, most

activities will be done at the assistant level. The intern's

activities will, however, include direct participation.in

leadership, evaluative research, and administrative functions

-related to curriculum. Observations of certain regular and

special functions and reporting may be required.

Participation, observation, and reporting activities

are planned in terms of the intern''s.background and the specific

purposes and functions of the cooperating intern site. Activi-

ties are planned and integrated so that the involvement of the

intern is-systematic and does not consist of a group of

miscellaneous actileities undertaken on an ad hoc basis. Prior-

ities are carefully chosen and realistic time allocations made.

Although directed toward .specific objectives, the experience

needs to be broad enough to encompass (1) various"levels of

education, (2) the formal education structure, and (3) the

informal community forces which halre impact on the educational

'agency.

The prospective intlien should play a key role in deter-

mining the internship site, formulating objlitives to be.

7 3



44,4, and'neg ting etipend/salary and' Other benefits.
t. .

Arming the-internship, the:.intern most fnlfill the contractual'
-,-,

agrdient-ee.Oee Utlined.Aii the Memorandum of Understanding.i
. .

`;.
At the &me' tIe, interns must remember that they are both

loyees -of the .cooperating agency and reiresentatives of.

'..0filiT'owe. educational institution----.

The. primarq

.thrOUgh its'igent 4 thesinternship site supervisor, are;

ponsibilities of the cooperating agency

1. to under tand and support the internship prograM

and its functions-ati.a component of an advinced

. degree program as outlined.by the educational

institution,

2. to provide the experience and assign meaningful
A

71
tasks so that the interns may reach their pre-

leusly determined objectives, and

3. to share with the university the responsibility

of assessing the intern's performance.

'It is vital for a trainingItogvam to offer active involve-

HOW ARE ment in realistic situitions. Thei ternship needs to balance

INTERNSHIP theoretical training with practical experience. Therefore,1

SITES' curriculum specialist interns will be placed in situations

'SELECTED? where they will be able to receive additional experience and

knowledge in vocational education. The potential sites will

include public schooik, community colleges, state agencies,

four year colleges and universities, technical schOols, busi-

nese and industry, and skill centers. The following are

7 4
N.
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procedures suggested for selecting internship experiences:

1. Solicit suggestions for intern sites from advisory

groups, state directors of vocational education,

vocational education faculty, and where appropriate,

professional orgaiizations.

2. Through correspondence-or telephone conversation,

further explore the possible-interest of the

suggebted internship sites and-the feasibility of

using these sites.

3. Analyze the suggested sites in terms of:

. a) variety of experience Offered and relationship
, _

of these experiences to the commencies needed

by curriculum,specialists,

b). cost of supervision, and

I'
0 type of supervision offered at-internsh p site.

4. Plan for the faculty superVisor and potential intern

to visit one or more.possible internship sites. 'This

gives the site supervisor an opportunity to inrview

the intern and clarify-expectations. It also gives

the intern more complete information for evaluating
fr

the sites and developing a realistic plan. Some

cooperating agencies may prefer to interview two or

more potential interns and select)he intern as they

(

would other personnel.

One or more sitea may be .selected depending on the time

available and experiences desired. Once ate' internship si4.

is,pelected, a tentatiVe plan of objectives to be ichielied

411

75..
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should be developed by the intern in 'cooperation with both

supervisors. These objectives should'reflect the professional

and personal goals of the intern, and subsequent learning

activities shou1d correlate with the scope and sequence of

the internships.

40

In all internship programs, a-memorandum liprnderstanding,

MAT IS or contract, should be drawn,up to signify that_the internship

INCLUpED is a contractual arrangement between the cooperating agency,

IN the educational institution, and the intern.

"CONTRACTS?" There is no prescribed format to follow for a memorandum

of understanding, but there shpuld be fleXibility for each

part involved'. Several saMple memoranda of understanding, or

contracts, appear in AppenkiX B.

There are.certain features to be included in all memo-

4

1'

randa of understanding. These are:

1. duties of the cooperating agency,

2,
educational objectives of the internship and

procedures or work assignment(s) the intern will

carry out to achieve these objectives,

3. responsibilities of the training institution and/or

internshiP monitor,

- 4. title to be assumed by.the student while servini.the

internship, "

5. starting and ending dates of the internship, and

6. provision for reMuneratiori for travel and other

expenses incurred by the intern performing work

assignments.

7 6
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In addition, memoranda may refer .to:

1. stipend to be received, including clarification of

any .besafits or deductions, and

2. time for seminars or evaluative sessions with

other interns.

The'nemorandum is usually signed,by all individuals involved

t
in the internship program:

1. the internship supervisor at the cooperating

agency,

2. the internship supervi0c,representing the

university,

3. the intern, and

4. any other indiVidual w.ho is directly invqlved'

in the program.

The original document will remain with the university or

agency supervisor and a copy foarded to each of the others.

involved.

Institutions may have standard formatszfor all intern-

ships,or clinical practicums which may be-used for VECS

internship. In all instances, the legal council or attorney

,for the uniVersity or agency should aOprove contractual sr-

,rangements made.

-73

:Vire internship should.be offered as a course for varying

ZS CREDZi amounts of credii. To asinre eificient use of internship

GIVEN FOR' sites, most institutions need,to offer this course each quarter

110 INTERNSHIPS? or semester, as well as during the summer session.

Internships should planned at a level to warrant

7 7
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SHOULD

limns

RECEIVE A

STITHND?

graduate credit which may be applied to the advanceedegree

program. The amount' of credit will vary from insOitution to

institution. The internship may be contingent upon policy

established outside the department or division.

In institutions where courses in internships have not

been identified, alternative courses such as d Study,"
6

-

"Field Everience," and "Independent Study" can b onsidered.

Internship experiences should'be as.realistic as possible,

andlbecause of the values of American society, a stipend.or

honorarium will help establis realistic employer-employee

relationship. It is anticipated that the intern will contribute

to the program of the`ttiollerating agency or organization and

any stipend needs to be based on the value of that contribution.
-44

The intern'is in a learna role And stipends will be less

than that paid to a fully qualified cprriculum specialist.

Memoranda of agreements, therefore, need to state clearly what
.0

the responsibilities of the intern will be so payment of

stipends are not used as an excuse to exploit the intern.
.

The intern should not be cheap labor for taski.unrelated to'

the Competencies to be developed in the VECS program.

Internship stipends should not be considered as part of

'basic support for graduate students in the same way,as a

scholarship or fellowship, but as earried salary such as that

earned by gradute assistants who serve in a teaching or

research capacity.
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41IThe primary supervision of the intern is carried out

r
NNO by the site supervisor. Additional supervision will be car-

SUPERWSES ried out by the university supervisor who may make site visits

AN two or three tin, during.the*internship. The frequency of

INTERNSNIP? visits will depend on the individual program, needs of the

intern, and length of the internship. Basically the primary .

role of the training institution's supervisor is not to "check

up" on the intern, but to provide additional guidance and ta

answer any questions which the intern or Bite supervisor may

hive regarding purposes and procedures of the internship. The

institution supervisor will assist in the evaluation of the

internship.

Several methods may be employed in evaluating an intern.
°

HON IS These include:

PERFORMANCE

OF INTERN

EVALUATED?

1. Evaluation of logs or journals; submitted by the

intern au a regular basis:

. Evaluation of the intern documented report submitted

upon completion of the internship.

3. Analysis of evaluation forms or ,ratinescales

completed by university supervisor, intern, and

site supervisor.

The inte'rnship is a part of a graduate level program

which demands use of thorough and controlled evaluation

techniques designed to measure the extent to which the sttident

is able to analyze and internalize the experiences provided

by the internship, and apply the knowledge and insight gained

7 9
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to new and'unfamiliar ituationi. Rating scales used at

Washington State University are given in Appendix C.

As part of the training progrms'the intern.will make

reports to the training institution. Interns can report on ,

their experiences in three ways: (1) by keeping a current

log of internship experiences, (2) by attending and summari-

zing'grouvseminars as arrigged by the training institution,

and (3) by presenting a-final and documented report on the

significance,oftherinteAship intelping define and articu-
,

late the, reeponsibilities of the position for which the

intern is preparing.
10 40

The log should not be a mere chronological listing of
4

activities undertmiken on a day-to-day basis. Rather, it-

should tie a sequential record of the major activities and

experiences, With a brief analysis .of the significance of

-each and the re1ationship to future leadership roles. The

log should be submitted at designated periods. ,The exact

format,of the final paper can: vary with special attention

being given to individualizing requirements to make the paper

as beneficial as possible for each intern.

Seminars relating to experiences gained by interns in

the fie4d are a vital part"Of the internship program. A

schedule for these seminars will vary according to'the struc-

('
ture,of the university courses and the distance of:-the in-

.

,

ternship site from campus. Regardless of how, they are

, - p

arranged, both the,rjntensive on-Campus training and-seminars

shoulebe a part of the same semester's work. Usually these

Will occur at the beginning, mdddle, and end of the intern-

ship's program. At these seminars the interns make formal

presentations of their experiences in the field.

80.
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APPENDIX A

COMPETENCIES AND PERFORMANCE OBJECTIVES
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DEVELOPING CURRICULUN4 GOALS, OBJECTIVES AND INSTRUCTIONAL PLANSMODULE 1
lr

Competency: The Vocational Education Curriculum Specialist will demonstrate

the ability to develop appropriate program gpals, performance and instructional

obActives, and instructional plans and to assist the culiculum development

team in this process.

Performance Objectives:

1. Explain, illustrate, and use the processes for establishing

educational priorities.

2. Write and sequence performance objectives in behavioral terms.

3. Demonstrate the ability to complete an occupational analysis and

an in8tructional'analys4s as part of the instructional plan,

8 `I



EVALMATING AMUSING NEEDS ASSESSMENT AND MANPOWER INFORMATIONMODULE 2

Competency: The.Vocational Education Curriculum Specialist will demonstrate

the ability to identify, evaluate andluse needs assessment and manpower
./e

information.and to assist the curaculum'team in this protess.

Performance Objectives:
'

1. ,Provide a definition and rationsde of thelitads assessment process ,

S.

and differentiate between genezarand vocational needs assessment.

2. Describe the scope and sequence q the needs assessment process. .

P
ele for.tonducting,Oeeds assessment..

local, state, regional and national

3. Identify apid evaluate vaiioue

4. Identify sources of.aviila

manpower dais.

,

Utilize appropriate manpower data and

making recommendations ior curriculum'

6. Identify the special needs of, studehits
', l:

. .
.. .

,appropriate vocational program alternitivee for minoritiesi hanOr
1

forecast,i'nforMAti
'

thaagw.
P k

.fofthe development' of

e

capped, and other disadvantaged-students.
fa

.1

- 0
Devfilop'a plan for determining the'needs-and'interesta;ofvsiudette

e`

t
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tational Education Curriculum Specialist will demonstrate'
. .

the ability o initiate,lacilitate and implement currictiluni.change and to

assist the curricu elnt team in the change process.

Performance Ob

1. Explain t ic kinds of changes which may be desired*ipin

.1

Vocational education prograt and xhe purpose of various kiads of
M4

.11

(-41

'

Describ and diagram the procedural steps for initiating, plehaing,

changes'.

impl1Bmenting, And'evaluating a curriculue change.

3. entify th key "change agents" and describe the powev,^sttnek

within i sch el, community, e'r state Which can influence vocatio

curriculum
-7\ !

4. Iderixify.h00Man'and materia lources Which, can be utilized to

. aitiate, ipleént, or eValuate a curriculum change.

Sit. Demonstrate the-Ability to part/tipate in a leadership capacit)i in

advisery and PoiiCyleaking groups,

a) communicating needs,'

b) elicitififand.summarizing suggestions and relevant informatien,

c) thediating differences of opinions,1and,um
dr synxhesiitngsinput and presentingleneOr moreplana of action.

61 Develop%0 plea for delegating responsibilities for plannthg, imple

menting, AnT/or'evareiting irrriCulum change.
-

1 _

8 1 --
.4
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ORGANIZING INSTRUCTONAL STRATiCIESMODULE 4

Competency:. The 1/04tional EducatioP CurricUlum Specialist will demonstrate
41r

the ibiliti to i4,ii4fy.and use'appropriate instructiona strategies 'awl:

assist the curriOuium deVelopment 40am in this proces
4

Performance Ohjectives:

-1. .DestrYge mid demonstrate leCture techniques.

2. 'Describe and demonstrate a variety of techniques appropripte for
a

I

grOup diScussion.

3: Prepare, present, and evaluate

in a vocationeLsrea.'

a demon tration of a selected concept

17

4. Prepare led imp/anent a laboratory. Actltiity as in instructional

strair in one area of vbcational education.

5. Describe and demonstrate a variety of questionim techniques. 4441.

,

6. Describe the inquiry strategy, prepare in inquiry "stimulus device,"

end demoistrate the use of inquiry as a teaching strategy*

4
7. Describe and demonstrate the use of Ilmulation, games, and role play-

.
ing as they apply to vocatioe4 ducation.,

8. Describe and demonstrate individualiied instruction pOchniques.

9. Identify and akect various field experiences as instructional

strategies.

10. Describe and demonstrate independent study
. -

VP .

4

techninlip
14.

11. Identi the components of init;ectiona1 strategY,Obision making

and select alternativ#'strategies for given learning sArtufkiions.
t-

4?

.t.
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PREPARING INSTRUCTIONAL itATERIALS--MODUll 5
7

Competency: The Vecational Education Curriculum Specialist will be able to

select, design and prepare insikuctional materials appropriate for meeting,

setabliehed goals and Objectives and:to assist the curriculdevelgpment

eam in this process.

Performance Objectives:
*

1. Identify sources of instructional materiale for use bY the voca-.

tional teacher.

Identify, explain, and apply scientificOr.iteriCusedin evaluating
1.

and selecting instructional materiap for a diverp y. of vocational

ilt-'
it ..

-.#

technical educition sttlaent itife
_

:

,\3. Describe and demonstratS tech4iq

to vocationarteachersi. e

, 4. Describe and demonstifté the'pioies

;41)/

inatitlemorsetials

4'..rcr;f11'''

e ials W4ith?preparation..'of educat tfftplA

_meet acceptab standa 0

. :

Evaluate a completed proje

(

education.
r'

n.vecatititial-

.114 7
Os

4±,

,t.
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WiEtPARING FOR CURRICULUM ANOLUATION--MODULE:6
;

p

COmpetency:

t

The VocatiOna Education CurriculUM SPecialist wilIAemons

theability to de4
4

pprocederes for curriculei evaluation

ktj,e0m=fin'imPlementing this procee(e..

11.00

- :to assist the terticelui:

Performance Oblectives1

I. Describe and explaiin the terminology and concepts in educational

evaluation.,.

2. Diagram and explain the relationships between evaluation and other

'curricul concepts.

. EXplain the key selient features and usage of evaluation 'models

having relevance for vocational education.
4

4. Select andOr develop criteria that may be applied in evaluation

of vocational education curricula.
A0V

5. Specify the sources of error and evaluate the criteria used in

4fON measures which.dero
'Ar

'

'6 'Asselble,.analykt,

tOdent witceeis in vocational programs.

0,0tet evaluatien,data, and preaentAsta

in an understandable fashion to

7. Develop a curriculum evaluation

two vocational program' proposals

8. Cond4t or assist A-the devel

in:an ,actdal school setting.
.

e-

.87

r

\.

form, a'ind'"Use,048 fornd* critiquing

a Viriety4 psdi,ences. .

4!,0

and two vocational currignlem guides:

eni-of,azaprogram or'Clasi aluatlqn

A

4,



PROMOTING RROFESSIONAL GRQWJ,AND STAFF DEVELOPMENT--MODULE 7
4,

T

OoMpetency: e Vocational. Education Curriculum SOecialist will demonstrate

the ability t promote professional growth and staff development for

curriculum improvement.

Performance Objectives:

1. Describe and explain the terminology and concepts in staff.'

development.

2. Tribe the competencies needed for effective leadership in con-

ducting stiff development programs.
e

3. Identify the baaic factors thatAfluenqvcommunication and.indicate

the implications of each on the Vocational Education Curriculum .

Specialist in .conducting a staff development.prngram.

4., Develop and defend a model for.implementing an inservice program fOi
,

vocational edUcation itaff'developmeni.

,5. Describe how to organize and implement's staff develOpment proiram.Y:

6. rdentify, the basic techniques used in staff development and descri
4.

how to apply them. .7.

40
7.,;.Aveelop.a system foi evaluating the staff dev

1. - .
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APPLICATION FOR INTERNSHIP
(Sample)

When the credential advisor approves an applicant for the internship, he/she
should Xerox aspopy of the check-sheet from the folder and give it to the INTERN
SVPERVISOR along with this form. He/she should also make initial entries.on
this form before transmitting it to the INTERN SyPERVISOR. .

........ ............. .................

Name

Address

Jab Date

I
0 Type of Credential

g Location of Internship 10,

-o (School or/Distriat) (Town)

Recommendations of advisor for study 6 be include4 in ihternship

t5

r44

4, .8
"..

411K,
0 ApprOv111.0f advisor tei p 'internship

.11110111
4.

Dates of seminar atten4ance

Dates of visits and Inferences

t

tbmments of XnternshWsupervisor-

,

, :

..

. .

..
/ .

.

.

o.- K,

...

.

,

.., - 44. . .
.

z.
. a

,

.
. . .

....,,.

flital rec ndation of_

Shoulead4itional q4a

an.

rv1sor.

'be eviied? If so, what?

-
..,0

*
.

.

9 0
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======= "

'Log cospleted

Role vaper received

'Ateconmendation of inhool district rece;fed'

Grade card processed throngh Registrar

60mher

4.1

f.

(Signature of /ntern Snpervisor)

91
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Memorandum of Understanding'
(Sample Contract)

*

Vocational Education Leadership Development Program
*

COOPERATING AGENCIES

PARTIC/PATING INTERN TIME

PERIOD OF AGREEMENT

ots
a

"CAL INTERN SUPERVISOR

INTERN copTs -

Division of Vocational, Adult

and Commu14y Co/lege Education,_

State University and the

Sala* Aimessments: $6,000 per

lipademie year to,be paid in

equal Monthly installments.

The following options will ke

offered to the intern:

a) $6,000 in regular monthly
/-

.lastallments; 4

95 $5,406 in regular gpothly

fistallommts with $600:00

paid the intern at the com-

pletiOn of summer school.

Travel: $500.00 to be paid tb

tbi intern for ''.egular and

ordinary'expenies normilly assoc-
.

iated with StWU9iversity pro=

giam responsibilities. These
A'

,Junds will tAi'Orovided to the ;-
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RESPONSIBILITIES

-f

fire.

C:".e

intern by the local cooperating

agency.

Interi: 1) Provide professional

services equal to one half or its

equivalent of a norsoll work week,

not to exceed 80 personnel hours

Pet, monthAp,the local alp

assigned. 6

2) ,Attend weekllomainars and

tield programs sponsoret by the

ion of Vocational, Adult and

(aunity College idspation.

3) Provide a comprehensive monthly

writtah report to the State thil.7

versitiaield supervisor.

State UniversitPn 1) Provide

idequate professional supervision

and coordination for the program

and tq the intern.

,2) Coiductquarter1Y 'mealy

all local imtern center supervisere.
%ler

3) Conduct regularly schaduli#

seminars amg field programs for

the intern no more frequently gen

oine day per Wek duri con-
.

tractual period.

's-

4.
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A.

t.s

Y.'

93
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Local Agency: 1) Provide focis

for one-half time professional ser-

vices of iissigned.intern directly-

to the intern.'

2) Provide rofesional super-

vision and guidance for the intern

while performing.as ned duties,

end responsIbilities.

3) Provide a.reaitnable Opportunity

for the intern to accomplish his/

her indicated vials and objeCtives.

4) Afford the intern alkprofes-

A
sional rights and privileges normally

allowed regular staff personnel.

5) a. Reimburse the intern for
regular and ordinary
expenses normally associi-'
ted With-the internprogram
responsibilities conducted
and sponsored, by the Divi-,
sion of Vocaticnal, Adult
and.Community College
cation in,the statel"

0"

b.. Reimburse the-interifor
regular and ordinary
expenses MOrmally assotier
ted'withAgeety sponsored
field activ

fer
6) The local intern-supervisor .

(or ekiixttormresentative) wilim

uorce.T.4.meetings as

94

Division Of Voce-

tional Ad t and Community Col-.

ligeoEduOation. (
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'011TE .OF AGREEMENT'

SIGNATURES:

It-Local.Agency rimentative

VELD!' Intern

o.

ir

:a

State Univeralty

"

i-14
444;
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MEMORANDUM.OF AGREEMENT
(Sadple Contracq,

4.

Date

This agreement, made and entered intoAoy and bntween ;7e

, hereinafter called the GrantOr, and.the

State University, hereinafter called the University, is for the phrpose of Pro-

viding financial supportmfor educational research.

I. The Grantor Agrees:

. Toglcontribute,upon execution .of this agreement, the sum..of
Co be peed as heeded in. Support of research concerni "dot
pregrel audit jetiices. (See budget attached.)

II. The Univefsity Agrees: p,

A. Through its College of Education, to expand ,the funds contrillutedby
the Grantor aa needed in the condeCt Of the'educational audit program
./N:s specified in grant terms and conditions of Grant No. ..

etween the local education agency and USOE; and the Manual for
Project Applications and Grahtees,
Title , dated
incorporated herein by reference and made part of,this.apieement.

iy

III. mutually.agree.

4
A. The grant will be deposited-wdth the UniVersity and expendedi.n

accordanctewith its policies and PlOcedures, said grant.to be
used for salaries and wages or equfialent,travel, operatinns,
the-purchise of supOlies,and equiPment, and- nther-insiitutionar
costs invented in the conduct of the educationalprogram audit.

o

B. The name of,the University or of any of iti departments or personnel
shall not be used in advertising ip connectiOntwit* the work or
results under this,grant wilthout.the written,Obrmission of the
President of the University or his/her designated repreteptaave.

7. .

,

. hW"

Name of Grantor

Dean,.College of Education'
, .

4

Defe

ab,

STATE UNIVERSITT.-.

By g.,

.Viae President-Finance«
N *- ,
4 -

1

\i

.
I

.

Elle . .

..
. , ,

,

. --
t..
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MEMORANDUM OF UNDERSTANDING
(SaMple Contract)

,STATE BOARD FOR COMMUNITY COLLEGE EDUCATION,

Date

1

'Ms. Isabel Intern
Department-of Education
State UniVersity

5

Dear Ma. Intern:
e

We have reviewed the attached Personal Objectives and Procedures for your
Vocational Internship. We feel these activities should give.you a good .

experience and we are looking forward to working with you in their accomplish-
ment.

.This office Will be reeponsible for paying necesiary travel and 925 a day for
m expenses during the internship. John Doe will assist.in the detaild of ,

expense payments.

Sincerely yours,

James Smith
-. Vocational Education

. Program Coordinator

97
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-

STATE BOARD FOR COMMUNITY COLLEGE EDUCATION

INTERNSHIP
.)!

Basic plan for internship for Isabel Intern Vocational Education CurricUlum

/

Specialist fellow, with the staff of the State Board for Community Colleges.

Time of Internship

$BCCE Supervisor - John Doe

.State.Univeesity_OscultyNLiaieon Dr.

Reimbursement Of Intern Expenses:

Provisions will be made to pay excienses 'in the ambunt of $25.00 per

daY on MOnday through Friday kor 29 days.

Travel will be taken care of as follows:

,

Reimbursement will be provided at .13 per mile for Use of

personal vehicle frod Yourtown to CapitaI City at the begin-

ning of the internship and from Capital City to -Yourtown at

tile end of the internship; In the event thit persOnal'automo-.

bile transportation is n1 available3to the intern then travel

reimbursement Will be provided for aCtual expenditure on

public conveyance for the rounetrip detailed above. In addition,
4

travel reimbnrsement will be provided for ill travel required by

SBCCE in conjunction with cariying.ont of the duties assigned by

SBCCE supervisory personnel. Such travel will be reimbursed-

it.theirate of '.13 per mile for use of a private vehicle, but

the intern will be expected to use state moior pool vehicles

when such transportation is alienable..

9 8 a
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General.C6jectives:

^

'Within the internship period ihe VoCational Educ4tion

CurriCulum Specialisf'delloS will develop further

ability. to:

1. Identify needs for curriculum materials in a

variety of ocCupations.

'2. Promote professional growth and development 0

,community college vocational instructors.

3: 'Review and evaluate self-instructional curric-

ulum materials.

Procedures:

'tf
1. Attend lorkshops for teachers'nf different

occupatione. I x-.

2. Aid in the development-St devices to b
.

ed by
. ..

ehe instructiOnal staff for self-eval Ong
4

program evaluatiOn and workshop effect nese'

eValuation.

3. 'Compare existing teacher education mateitals from P

several states and make recommendations kelative

to possible ptocedures for combining these'two

methods, of Profiteional improvement.

Prepare a summary report of workshops walch in-

cludes instructor, vocational director,:and

9 9



Signed:

. SBCCE staffrperceived needs for curricaum materials

and other related needs.

7

'Carry out tasks, under the supervision of John Doe,

which will benefit the SBCCE staff.and help achieve

the objectives of the internship.

Intern

University Supervisor

Internship uperVisor

\,

Project-Director

100
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MEMORANDUM OF UNDERSTANDING
AGREDIENT FOR INTERNSHIP

(Sample Contract)

HIGH SCHOOL

Internihip Dates and Times: Apri1,19 - May 27 (Excluding May 10-17);
Monday (9 a.m. - 4 p.m.), Tuesday and Thursday (9 a.m. - 12 noon).

Objectives:
,

1) 'To define the tasks necessary for planning, initiating,
implementing and evaluating vocational education
programs at High School.

q To suggest a 'plan or aliernative-plans regarding'the:
respons4ilities of the various staff members in order-
to ecco101ish the talks defined in Objective 1..

Procedures:

1) Collect and review any existing information regarding
tasks and responiibilities by:

*a,

seeing if any school districts have the tasks defined
and responsibilities aisigned:'

interviewing the following personnel at High "School
and in the school district:

-Agriculture
-Business Education

f -Distributive Education
--Drafting
-Electronics
-Graphic Arta
-Home and,Fimily Living
-Power-Tech '
-Metalshop
WOodshop

-Secietarial Siaff
-Department Head
-Vocational Guidance COunselor
-Assistant Principal
-Principal
-Business Manager

101



0 Develop a list cif 'tasks.

3) Develovalterna4vergens for staff responsibility
for tbe tasks identified.

,

4) ,MakereCommendations.
'11

John Doe, VECS Intern

James Smith, Assistant Principal,
Sits Supervisor

Jane Jones,' Principal,
Site Supervisor

Dr. Ann Smith
Campus Supervisor

o

102

/I

9

101

4
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APPENDIX C

EXAMPLES OF EVALUATION INSTRUMENTS FOR INTERNSHIPS'
/

103
/0 4



uperviaor

105

Intern

THE SUPERVISOR'S EVALUATION

WASHINGTON STATE UNIVERSITY

VOCATIONALNXICATION aRRICULUM SPECIALIST PROJECT

INTANSRIP EVALUATION QUESTIONNAIRE

bIRECT1AS: The intern has just completed an internship
as a part of the Vocational Fducation Curriculum Specialist
Project. Since you have had an,cpportunity to observe and
supervise the intern during the internship,your opinions
are very important. Rate the internship on the basis of
each of the criteria listed below.

A. TO WHAT EXTENT DID THE INTERNSHIP
PROVIDE INDIVIDUALIZED OPPORTUNITIES
FOR LEARNING: (Circle yosur response.)

1. Were the goals and objectives'formulated
jointly between both site and university
supervisoe and intern?

,2. Was there provisions.made in the formula-
tion ofthe internship objectivei to satisfy
individualilearning needs?

1 3

1 2 3

-Were the learning activities correllted
objectil/lbs as stated in-the intern-

74)
ship agreement? 1,, 2 3

No

Was the intern allowed freeda6 in establish-
ing personal time schedule? 1 2 3

5. Were the internship goals and objectives
realialtic with regard to time and facility
constiaints? 1 2 3

6. Was the intern permitted to make.deciSions
on how to accomplish.the goals and object-
ives of the internship agreementt 1 2 3

104
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4
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5

4 5

4 5

4 5

4 5

4 5

4 5
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7. Did the internship activities provide
adequate and varied opportunities
for the intern to utilize the compet-
encies that had been learned in course
work?

8. Wes the intern able to assess the
progress and achievement of objectives
as stated in the internship agreement?

9. Was the internship agreement used in
guiding the planned internship activ-
ities?

10. Did the internship provide an opport-
unity for the intern to evaluate the

"-results of the time spent at the
internship site?

11. Were there oppoxturities ,for the
intern to discuss a tivities or pro-

. blers with universit supervisors?
c)

12. Was there an opportunity for intern
interaction among interns during the
internsip?,

B. TO WHAT EXTENT DID THE(INTERNFHIP PROVIDE
AN OPPORTUNITY FOR THE INTERN TO APPLY
COMPETENCY CONCEPTS LISTED BELOW?

1. Developing Curriculum: Goals Objectives
and Instruction Planar

\\\2. .Evaluating and Utilizing Needs Assess-
\ rent and'Manpower Information

.3. Preparing for CurricUlum Change

4. Organizing Instructional Strategies

5. Preparing Instructional Mhterials

2 6. Conducting Curriculum Evaluation

7. .Promoting Professional Growth and'
Developmmnt and Instructional Staff

105

2

1 2

1 2

1 2

1 2

2

1 2

1 2

1 2

1 2

1 2

1 2

1 2

0 tli
Ei '11
3 4

lo;0 0
>4 44
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3

3

3

3

3

4

4

4

4

4

5

5

5

5

3

3

3

3

3

3

3

4 5

4 5

4 5

4 5

4 5

4 5



C. TO WHAT EXTENT WAS THE INTERNSHIP
SATISFACTORY:

1. Was ertnternship consistent with
the scope and.sequence of the VECS
program?

2. Was the internship appropriate for
a graduate level experience?

3. Did the intern achieve hie/her
state objectives?

4. Did the-internehi0 assist you in
achieving your professional goals?

5. As a result 'of the internship have
you gained 'Icnowledge of skills which
have practical application use in
future employment?

107
1.4

ft4

o

1 2

1:1
4.)

114

0

3 4

44
00

>4

5

1 2 3 4

1 2 3 4 5

1 2 5

.1 2 4 5

1 2 3 4 5

6. What were the apparent strengths of the internship program?

7. What were the apparent weaknesses of the internship program? ,

D. TO WHAT EXTENT DID THE UNIVERSITY'
SUPERVISOR PROVIDE ADEQUATE SUPERVISION
OF THE INTERNSHIP:

1. Were .the-iite visitations rpade at the
appropfiate timeg-during the. internship
experience?

2. Did the university supervisor provide-
sufficient guidelines for the intern
and site supervisor to be able to
fulfill the purpose and intent of
the internship?

3. Was there adequate communications
between the university supervisor
Td site supervisor?

106
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THE INTERN't EVALUATION

WASHINGTON STATE UNIVERSITY

VOCATIONAL EDUCATICN CURRICULWA SPECWLIST -PROJECT

INTERNSHIP EVALUATION QUESTIORNAIRE

Intern

DIRECTIONS: You have just completed an internship as a
part of the Vocational Education CUrriculum Specialist
Project. Since you have had an opportunity to experience

0
thie internship first,hand, yOur opinions regarding the
quality and characteristics of the internship are very
-important. Rate your internship oh the basis of eta of
the criteria listed below'.

0
A. TO WHAT EXTENT DID YOUR INTERNSHIP

PROVIDE INDIVIDUALIZED OPPORTUNITIES -

FOR LEARNING: (Circle your .response.) . 1

1. .Were your goals and objectives formulated
jointly between both site and university

.supervisor?

2. Were there provisions made in the formu-
lation of the internship objective's to sat-

' isfy your needs as an intern? 1 2 3 4 5

3. Were your learning activities correlated
with the internship agreement? 1

2 . 3 5 .

4. Were you allowed freedom in determining
-youPown time schedule?

IP

5. Were the internskiip,goals and objectives
x;ealisticdwith regard to time and facility
'onstraints?

6. Were you permitted to make decisions as
to how youmould accomplish your goals
and objectives?

101
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1 2 3

1 2
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7. Did the internship activities encourage
you to demonstrate what you have learned .
in course work through a variety of
modes?

8. Were you able to assess your own pro-
gross and achievement of objectives?

9. Was the internship agreement used in ,

guiding the planned internship activities?

10. Were there opportunities to assess the
results of your efforts?

11., Did the training institution provide
opportunities for you to discuss act-
ivities or problems with supervisors?

12. Did the ttaining inititution provide,an
opportunity for you to have interaction
with other Aterns during the internships?

B. TO WHAT EXTENT DID THE INTERNSHIP-PROVIDE
FOR YOU TO APPLY OR COMPARE MODULE CONCEPTS
LISTED BELOW IN THE PRACTICUM SETTING:

.1. ppeloping Curriculum: Goals Objectives
and Instruction Plans

I'

.2. Evaluating Utilizing Needs Assessment
and Manpower Xnformation

3. fPreparing for Curriculum Change
4

4. Organizing Instructional Strategies

5. PreParing Instructional Materials

6.. Preparing for Curriculum Evaluation

7. Promoting Professional Growth and
Development of Instructional Staff

.108

rd(..2

/ :1 2

4

4

4

5

f e

5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4 5

1 2 3 4

1( 2 3 4 5

1 Q 3 A '5

1 2 3 4 5

1 2 3 .4 5

1 2, 3 4 5

1 2 3 4 5
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IA

,CI TO witi...4iXTENT WAS THE INTERNSHIP
'SATISFACTORY:

b0 CO
CD r4 CDli

14 to , ,g. ,.
CD Cs:s

'Ti

CC1 1::, ,

V ..

0

1. 'Wes the intelpshipeonsistent with the
Scope end sequence of the VECS program? 1

Was the internship appropriate for a
graduate level experience?

3. Did you achieve your stated-objectives?

,Nt

03 0
o o oz

E-4

1 R. 3 5

4. Did the inteirnship assist you in
achieving your professional gOals?'

5.. *As a resultof the internship have you
gained knowledge or skills whidh have
:praetical application for use iwfuture
emploYment? 1 2 3 4 5

1 2

I.

3

4

5

2 3 4 5

6. What were the apparent strengths of.the internship program?

. What were.the apparent weaknesses'of the internship program?

8. Using the following scale rate the internship experience by circling
the number of each 7 to 1 scale to reflect the.degree to which these .

words descrtbe the experience.

A. Was given responsibility 7 6 5 4 -3 2 I Was not given responsibilit

B. Was encouraged 7 6 5 4 3 2 1 Was not endouraged

C. 'Was exploited 7 6 5. 4 3 2 1 Was.benefited

D. Wes restriction. 7 6 5 4 3 2 1 Had freedom

E. Was allowed to take risks 7 6 5 4 3, 2 1 Being secure

F. Was repetitious 7 6 5 4 3 2 I Had much variety

C. Was useful 7 6 5 4 3 2 1 Was not useful
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- THE VECS TRAIINEE'S EVALUATION OF.

WASHINGrN STATE UNIVERSITY'S

VOCATIONAL EDUCATION CURRICULUM SPECIALIST PROJECT

FINAL PROGRAM EVALUATION QUESTIONNAIRE

DIRECTIONS: You haye just completed a year!s experience
as a trainee in the Vocational Education.CurriculuM Special-
ist PToject. Since you have had agiloopportunity'to exPerience

- this program first hand your opinions regarding the quality.
and characteristics of the'program are yery important. Rate
the program on the basis of each of the criteria listed belOw,

A. TO WHAT EXTENT DID YOUR PREVIOUS EXPERIENCES:
PREPARE YOU FOR THE MODULE CONCEPTS LISTED
BELOW: (Circle your response.)

1. Developing Curriculum: Goals.Ajectivés
and Instruction Plans 1.

, 2. Evaluating and Utilizing Needs Assessment
and Manpower Inforfration 1

3. Preparing.for Curriculum Change 1

4. Organizing Instructional Strategies

5. Preparing Instructional Materials 1

6. Preparing for Curriculum Evaluation 1

7. Promoting Professional Growth and
Development and Instructional Staff : 1

I.

2 3, 4 5

-,3 4

2 3

2 3 4 5\

2 3 4 5

2 3 4 :5

2 3 4 5

2 3 4 . 5
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B. TO WHAT 'EXTENT DID THE VECS
YOU WITH AN OPPORTIINITY TO me
EXPERTISE IN THE AREAS OF
CONCEPTS LISTED BELOW:

PROVIDE
VE YOUR
DULE

. Curriculum: Goals ObJectives
,d instruction plans'

Evaluating and Ut4iiing'Neede,Assessment
and Manpowel\InfoiMation

,

3. Preparing for Cirriculum Change,.
/
/ 'k4

4. Organizing Ipttructional Strategies
/

5. Preparing/Ihstructional Materills

6. Prepartnifor CUrriculum Evaluation

. Promoting Professional Growth and'
Development and Instructional Staff

/
/ A. .

.

10
re 41
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PREVIOUS EXPERIENCE VECS PROGRAM
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CD 0 to .
Pe a o

/ 0 0 F1/ g' er-1 P.4

,/ FL1
4i 731

CD
CO

/ CO

1) .0 +3 g 0)

. 14 cd a)
//C. TO WHAT MAJOR AND MINOR SOURCES DO YOU 0 ... . -4 r0

12)

ATTRIBUTE-MR CURRENT LEVEL
4

OF EXPERTISE w 0 m
Pj a) r0O 0 4.,

IN THE AREAS OF THE MODULE CONCEPTSkt
CD E'l CD CD

(Oircle your response. )

.
,P Major 1 2 3 1 2

1. -.Developing Curriculum:. Goals'
Objectives and Instruction Plans

.

tanor 1 2 3 4

0
Major 1. 2 3

2. Evaluating and Utilizing Needs
Assessment and Manpower Information

Minor 1 2

3. Preparing for Curriculum Change

1 2 3 4

1 2 3 4

Major 1 2

Minor 1 .2 3

2 3

2 3 4



a

4. Organizing Instructional
Strategies'

. 4

5... Preparing Instructional
Materials

,

6. Preparing for Curriculwn
Evaluatian

7. Promoting Professional
Growth and Development .

and Instructional Staff.

(

/
Major

Minor

113
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'PREVIOUS EXPERIENCE .VECS PROGRAM.
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D. TO WHAT ,EXTENT DO YOU BELIEVE COLLEGE
OR UNIVERSITY SHOULD PROVIDE INSTRUCTIONAL
SUPPORT FOR THE VECS TRAINING?

i

1. Should housing be prcivided? (Check one)
Please explain brieflyt Yes No

,

Sbould placement be provided upon
completion? Please explain briefly:

3. 'ShoUld the number of dependent; be taken
into consideration when a stipend,is
provided?
Please explain briefly:1.

Yes ,

Yds

4. Should the level of program entry (masters'
or doctoral) be considered *len a stipend
is provided?
Please explain briefly: Yes

5. Shoud past experience be considered when
a stipend is provided?
Please. expalin Yes'

6. Should funding for research be provided?
Please explain btiefly: Yes

.

7. Should an effort be made to provide a
group identity for VECS trainees2

, Please explain briefly: Yes

'4. 113

No'

No

.

W.

No

NO



8. Should travel for professional meetings
(Local, Regional and National-exposure)
be provided?
Please_explain briefly:

'T.

Yes

Vliat responsibility should the trainee have for the.feedba"Cle
or_dOriefineas to their experienceor participation in
funded'travel? Please explain briefly:.

10. Are there any other services that the program should provide?

114
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APPENDIX El'

- SURVEY INSTRUMENTS TO DETERMINE -

QUALIFICATIONS, ROLES AND RESPONSIBILITIES
OF THE VOCATIONAL EDUCATION CURRICULOM SPECIALIST*

g

'0'

.Jack Pherson, "Identification and Analysis of Rbles,
Responsibilities, and CoMpetencieeof Vocational Education Curriculum
Specialists," (Ph.D dissertation, Washington State University 1975).
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,

What PERSONAL QUALIFICATIONS.are necessary to be a successful vocational
yeducation curricUlum specialist?

Ability to work coolOeratively.

Ability to motivate subordinates

'CommunicatiOn skill

Personal warmth (e.g.,
pergonality, charisma, etc:)

Enthusiasm

Personal appearance

Physical stardina

Oihert

0

4'

a
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As you iOrsee the future, what SPECIALIZED TRAINING OR COMPETENCIES do
you believe would be important for a vqcational educator with curriculum
responaibilities?

SPECIALIZED TRAINING

Guidance Piepiration

Human Relations Training (e.g.,.
.Dale Carnegie course)

"Media Technology,lraining

COMPETE4CIES

Leadership abilitre"-

'Ability to Make Better Use df .

Manpower Data in Program Planning
and Development

Competency in, Computet Programming
Applicatious'

Grant Pro-Weal Writing Ability

Humin Relations Competencies
a

KnoWledge of Accountability
Measures

Skill in irogram Evaluation"
Technicpies ind Strategies

' Staff Development Skills

Other:

/'
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Do you have any additional.opinioris concerning activities, roles, or
responsibilities of the.vocational education curriculum specialist which
have NOT ALREADY BEEN HiNTiONED? .

_

,

118
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r Suggestions for ncluding,Comments

As indicated earlier, we are planniXg to 'send a HAIL QUESTIONNAIRE to you.

The purpose of that questionnaire is to obtain your Judgment on roles and .

.teePonsibilities of vocational edutiion curriculum specialists.

We hope you will be willing to complete it and retuin it to us. 'It will

require approximately 45 minutes.

Is there any question that you might like, to ask before we end our

teltphonp conference?

We thatk you again for your help in completing our survey.

119
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WASHINGTON STATE UNIVERSITY VOCATIONAL EDUCATION

CURRICULUM SPECIALIST PROJECT MAIL SURVEY

QUESTIOhNAIRE
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The first page of the questionnaire asks for general background information frow eadcrespondent.

The remaindei of the questionnaire haslbeen organized around five major categories of roles and

COMPLETING IVE QUiSTIONNAIRE

responeibilities which, according to, the literaturETire assigneeto vocational education curriculum

leaders. .Tbege categories include: 1. Research and Development, 2. Program Impiementatibn and

".
Direction, 3. Selection and Design of Instructional Materials and Strategies, 4. Staff Selection and

Development, and 5. Budget 4nd Finance. In responding to each of these items indicate with an "X", in

the appropriate space, how important you believe tt\Ie roles and responsibilities are for a,person who

may assume a position as a vocational education curriculum specialist. If You discover that crucial

items related to the roles and responsibilities of a vocational education curriculum specialist,have not

been'included in the 'questionnaire, please idd these items in the"blank 'spaces provided at the end of

each categlry.

1

le

ts.
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OE 389,289-1

ON* No.. 91-S74061

THE WASHINCTOMTAIE UNIVERSITY VOCATIONAL EDUCATION

CVARICULUM SPECIALIST PROJECT

DIRECTIONS: Indicate.with an "X", in.the appropriate space, how importaht you believe the roles and responsibilities .

are for a person who may assume a pOsition as a Vocational Education Curriculum Specialeist.

\

Roles and Reaponsibilities of the

Vocational Eddtation Curriculum Specialist

in RESEARCH AND DEVELOPMENT

00

1. i4entifying future stata and national trends

in work force, technology, and education

whiCh affect curriculum.design and instruct.Son

2. Locating and utilising local, regional, and

national manpower data to identify occupationa

training needs.

3. Evaluating regional programs to identify

resources and to avoid unnecessary duplication

4. Evaluating local programs to assess program

priorities and constraints.

S. Directing tha planning and exacution,of

experimental studies and programs.

6. Stimulating staff involvement in the

research and development of experimental

programs.

Conducting surveys of community occupational

needs.

8. Conducting survUys of general student needs

within the community, including the need

for basic. 'kill*,

4t

EXTREMELY,

IMPORTANT

VERY

IMPORTANT

MODERATELY

DMORTANT

Warm
IMPORTANT

NOT

IMPORTANT

,

. .

, .

v

,

q

Poi

CO

124



Page 2

9. Identifying major curriculum improvement

needs.

10. Identifying community,resources se support

for instructional programs.

11. Setting up.program evaluation design.

12. Arecting the preparation of criteria for

the evaluation of instructional staff.

13. Selecting arid preparing program evaluation

instruments.

14. Inspecting instructional arems'to evaluate

the learning environmene (e.g., lighting,

sound, temperature, appearance, etc.),..,

15. Evaluating the accomplishment'of goals and

reporting results to the public.

16. .Coordinating the evaluation of.the

instructienal program.

Please add beloW other responsibilities,

not included4Ohe preceding list,

which you'third(MMy be important tor #

a Voiational EduCiliOn Curriculum Specialist

in RESEARCH AND DEVELOPMENT

17.

18.

.19,

EXTREMELY

IMPORTANT

VERY

IMPORTANT

MODERATELY

IMPORTANT

SLIGHTLY

IMPORTANT

NOT

IMPORTANT

;
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.1 Roles and Responsibilities of tha

Vocational EducationCurriculum Specialist

la PROGRAM IMPLEMENTATION AND DIRECTION

Coordinating the lOntification and/or

adoption of philoaophy and policies

which affect proOdurei, goals, and
programs.

Guiding the selection 'of ahort.and long

twirl goalsd$ curriculum and instruction:

Page - 3

22. Coordinating articulation between grade

levels and between school Lilacs.

23. Coordinating the work ..of curriculum

committee..

24. Astieting teachera in the preparation and

design bf courses of study suited to

student, stiff, and/or community needs.

25. Providing change models to be used for

plan9ing and.redesignIng curriculum.

26. Working with advisory groups from buaineis,

industry, political tykes., and agencies'

involved in curricular development and

change.'

27. Assisting teachers in working with students

displaying apecific needs (e.g.,

disadvantaged, winorlty," special ability

,or intereat.)

28. Helping teachers to apply learning and

motivational theory to curriculum

: development.

EXMELY
. IMPORTANT

.

VERT

IMPORTANT

,

MODERATELY

IMPORTANT

_

SLIGHTLI

IMPORTANT

1
.

NOT .

CMPORTAON

.

t

.

.

,

.

I
'

.

"

..

.....e

.

'--
0

-

,

.
.

,:.

. N

...
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Page -

29. Writing state 'or federal program

applications related to vocational

education.

30. Coordinating local ant federal program.

related to vocational education.

31. Assisting teachers in the preparation of

sequenced and integrated curricula.

32. Coordinating the use of resource people

_for classroom instruction.

. .33. Coordinating educational field experiences

for students.

c

Please add below other responsibilities

not included in the preceding, list,

which you.think hay be important for

a Vocational Education Curriculum Specialist

In PROGRAM IMPLEMENTATION AND DIRECTION

34.

35.

36.

IgTREIELY

IMPORTANT

VERY

IMPORTANT

MODERATELY

IMPORTANT

SLIGHTLY

IMPORTWT

NOT

IMPORTANT

*i
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Roles and"Respousibilitits of the

Vocational Education Curriculum Specialist

in SELECTION AND DESIGN OF INSTRUCTIONAL

MATERIALS "ABITRATEGIES

37. Coordinating the selectioni,of educational
; materials and equipment.

36. Assisting teachers in selecting instructional

strategies which are consistent with

'progrim objlictives.

39. %Disseminating information about new

instructional materials and equipment to

teachers.

40. Assisting teachers in developing instructional

notarial..

41. Circulating.reviews of recently published
1. materials and new techniques for updating

programs. .

42: Assisting teatime.. in the selection and

preparation of instructional materials for

diverse student. Interests and ability

levels.

43. Assisting teachers in the selection

And evaluation of innovative instructional

techniques.

44.. Directing the preparation of

activity packages.

43. Assliting staff in tha establishment and

administration of lear4ng materials
' centers.

131

EXTIEHELY

DVORTANT
VERY

IMPORTANT

MtDERATELY

IMPORTANT

I.
SLIGHTLY

IMPORTANT

NOT

DYPORTANT

i

-(

--

. .

i

\

0

A
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please add below other responsibilities

not included in the preceding list,

which you think may be important for .

a Vocational Education Curriculum Specialist

in the SELECTION AND DESIGN OF

INSTRUCTIONAL MATERIALS AND STRATEGIES

46.

48.

\.;

Roles and Responsibilities of the

Vocationel Education Curriculum Specialist

in STAPP SELECTION AND DEVELOPMENT

49. Recruiting new personnel.

50. Evaluating credentials and qualifications

for certification of prospective taff.

51. Interviewing and recommending candidates for

positions.

52. Assigning personnel.

53. Planning orientation programs for new taff.

54. Maintaining personnel records of.

instructional staffie

55. Supervising instructionaractivities of
staff. .

56. Supervising the evaluation of instructianal

staff.

133

a

EXTREMELY

IKPORTANT

VERY

IMPORTANT

-4

MODERATELY

IMPORTANT

SLIGHTLY

IMPORTANI

NOT.

IMPORTANT
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57. Training personnel to assume leadership roles

in staff developeent.

58, Preparing staff for specific In-servIg roles.
IP

59* Organising in-service education for teachers

and staff to improve coipstence In

Instructional techniques.

60. Assiiting teachers In developing skille In

the us0 of multI-media materials and

techniques.

61. Working with guidence personnel to develop

student occupationol awareness.

62. Conducting regular staff development. sessions.

63. Assessing staff satisfaction with progrmi,

In-service traininWanditor evaluation.

1
64. Initiating staff transfers for the improvement

of instructional Odor:lance.

65. Making recommendttions for dismissal of

personnel,

135
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LEIREMELY

OPORTO?

,

', VERY

1P90111114

MODERATtLY

IMPORTANT

.

!MICHEL?

IMPORTANT

NOT

IMPORTANT

,-

.
-.

0

i

.

. . .

,
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Please add below other responsibilities

not included in.the preceding list,

which you think may be important for

a Vocational Education Curriculum Specialist

in STAFF SELECTION AND DEVELOPMENT

66.

67.

68.

Roles and RespOnsibilities of the

Vocational Education Curriculum Specialist

in. BUDGET ANU.FINANCE

69: Coordinating preparatiom of budgets.

70. .Establishing curricular priorities for

inclusion in the budget.

71. identifying financial resources and grant

programs for experimental projects.

72. Applying knowledge of local, state, and

federal financial regulations to the

development of vocational education

programs.

73. Coordinating purchase of instructional

materials and eiuipment.

74. Accounting-for expenditures, (e.g. consultants,

materials, etc.).

Erracricu
4 IMPORTANT

VERY

INPORTANT

MODERATELY

,IMPORTANT

spdHru
IMPORTANT

NOT'

IMPORTANT

A

A

138



1.39

Please Ida

not includ

which you

a Vocational I

in

75.

76.

77.

8,

ci

Page9

elm other responsibilities

ed in/the preceding list,

hink may be important for

ucation Curriculum Specialist.

BUDGET ANO FINANCE

EXTREMELY

IMPORTANT

.1

VERY

IMPORTANT

MODERATEeY

IMPORTANT

.,

SLIGHTLY

IMPORTANT

...

NOT

DPORTANT

. -

*

At
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DEVELOPING CURRICULUM: GOALS, OBJEC1iVES AND INSTRUCTIONAL PLANS- -MODULE 1

Required Refereneei
'

*Recomnended but not required

Bloom, Benjamin. ed. Taxonomy of Educational Objectives. Handbook I: Cognitive
Domain. New .York: David MCKay Co.', Inc., 1956.

Bloom, Benjamin S.; Hastings, J. Thomas; and Madans, George F. Handbook on Form-
ative and Summative Evaluation of Student Learning. New York: McGraw Hill,
1971.

*Byers, Edward E., and Huffman, Harry H., eds. Writing Performance Goals: Stra-
tegies and Prototypes. New York: Gregg Division/McGraw Mill Book Co., 1970.

Davis, Robert H., and Yelon, Stephen L. Learning System Design. New York:
McGraw Hill, 1974.

Fryklund,'Verne Charles. Occupational Analysis. New York: BruCa\.Publishing Co.,
1970.

Krathwohl, David.R.; Bloom, Benjamin S.; and Masia, Bertran B. Taxonomy of- oEdicationa1 Objectives, Hal4dbook II: Affective Domain. New York: David

111'

Kay Co., Inc., 1964.

Mager, Robert. Developing Instructional Objectives. Belmont, CA: Fearon
Publishers, 1967.

. Goal Analysis. Belnont, CA: Fearon Publishers, 1972.

Mager, Robert, and Beach, Kenneth M. Jr. Developing Vocational Instruction.
Belmont, CA: Fearon Publishers, 1967.

McAshan, H. H. The Goal Approach to Performance Objective. New York: Harper
and Row, 1970.

Popham, W. James, and Baker, Evt Systematic Instruction. Englewood Cliffs,
NJ: Prentice Hall, 1970. ,

. Planning an Instructional Sequence. Englewood Cliffs, NJ: Prentice
Hall, 1970.

. Estib'lishing Instructional Goals. Englewood Cliffs, NJ: Prentice
Hall, 1970.
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EVALUATING AND USING NEEDS ASSESSMENT AND MANPOWER INFORMATION- -MODULE 2

Required,References
:

*Recommended but not required

Bell, Terrel H. A Performance Accountability System for School Administrators.
West Hyack, NJ: Parker Publishing, Inc., 1974.

Crum, Dwight R. "Implications for Planning Vocational Education Resources."
American Vocational Journal Vol. 46, No. 4 (April 1971): 26-29.

Feck, Vincent. What Vocational Education Teachers and Counselors Should Know
About Urban Disadirantaged Youth. Columbus, OH: Center for Vocational
Education, 1971. ED 059 531.

Goldstein, Harold. "America's Manpooter Needs for the Seventies, Clues to the
Taaks Ahead." AmericankVocational Journal 46 (April 1971): 18-25.

Kaufman, Roger A. Educational System Pianning. Englewood Cliffs, NJ:. Prentice
, Hall, Inc:, 1972.

Kempo Barbara H. The Youth We Haven't Served. kpallenge to Vocational Educa-
tion. Washington, DC: Office qf Education, Department of Health, Education
and Welfare, 1966.

Kidder, David. Review and Synthesia of Research of Manpower Forecasting for
Vocational-Technical Education. Columbus, OH: Center for Vocational Educa-
tion, 1971. ED 058 391.

LOckette, Rutherford E.,. and Davenport, Lawrence F. Review and Synthesis of
Research on Vocational Education for the Rural Disadvantaged. Columbus,
OH: Center for Vocational Education, 1971. ED 058 391.

Mager, Robert F., and Beach, Kenneth M., Jr. Developing Vocational Instruction.
Palo Alto,.CA: Fearon PUblishers, 1967.

Mehmet, Ozay. Methods of Forecasting Manpower Requirements with Special Reference
- to the Province'of Ontario. Ottawa: Ontario Department of Labor, 1965.

ED 022 896.

Miller, David H., and Berry, Suzanne. Disadvantaged Youth: Answers to Questions
on Vochtional and Technical Education. Columbus, OH: Center for-Vocational
Education, 1972. 074 228.

Nebraska Research Coordinating Unit for Vocational Education. Procedure for
Determining Vocational Education Needs Through Community Analysis.
Lincoln, NG: University of NebradkA, 1968. ED 023 916.

Oaklief, Charles. feview and Synthesis of Research on Vocational and Technical
Education for, he disadvantaged. Columbus, OH: ,ERIC Clearinghouse for
Vocational and Technical Education, 1971. ED 058 390.
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O'Donnell, Edward T. "Occupational Statistics: Some ThouOcs for Uncertain
Users and Producers." American Vocational Journal 51,-No. 4 (April 1976):
40-43.

Ohio Center for .Vocational Education. "Module B-1, Determil. Needs and Interests
of Students." Professional Vocational Teacher Module. tolumbus, OH: Center
for Vocational Education, 1975.

-Third Annual National Vocational-Technical Teacher Education Seminar
Proceedings, Teaching Disadvantaged Youth. Columbus, OH: Center, for Voca-
tional Education, 1970. ED 037 540.

Robinson, Oliver W., and Schmitt, Henry E. What School Administrators Should
Know About Vocational Education for Disadvantaged Youth in Rural Areas.
Columbus, OH: Center for Vocational Education, 1971. ED 057 181.

Schroeder, Paul. Vocational Education for the Handicapped:- A Bibliography of
' - ERIC Documents. Bibliography Series # 20. Columbus, OH: Center. for

Vocational Education, 1973. ED 083 480.

*Sharp, Laura. "Vocational Education for the Disadvantaged Groups." Edited by
Gerald G..Somers and J. Kenneth Little. Vocational Education: Today and
Tomorrow. Madison, WI: Center for Studies in Vocational and Technical
Education, University of Wisconsin, 1971.

Somers, Gerald G. "Critique of-Manpower Projections for Instructional Staff in
Vocational Education." Edited by Rupert N. Evans and David R. Terry.
Changing the Role'of Vocational Teacher Education. Bloomington, IL: McKnight
and McKnight, 1971.

Stoops, Emery; Rafferty, Max; and Johnson, Russell E. Handbook of Educational
Administration. Boston: Allyn and Bacon, Inc., 1975.

Taba, Hilda. Curriculum Development: Theory and Practice. New York: Harcourt,
Brace, and World, Inc., 1962.

Tyler, Ralph. Basic Principles of Curriculum and Instruction. Chicago: The
University of Chicago Press, 1975.

U. S. Department of Labor. Dictionary of Occupational Titles,Vol I and Vol II.
Washington, DC: U. S. Government Printing Office, 1965.

. Manpower Report to the Pfesident. (Annually) Washington, DC: U. S.
Government Printing Office.

U. S. Department of Labor, Bureau of the Budget. Standard Industrial Classifica-
tion Handbook. Washington, DC: U. S. Government Printing Office, 1972:-

U. S. Department of Labor,-Bureau of Labor Statistics. "Looking Ahead to a
Career." (Slide series) Washington, DC: U. S. Government Printing Office,
1975.
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. Occupational Outlook Handbook. (Biannual) Washington, DC: U. S.

Government Printing Office.

. Occupational Outlook Quarterly. (All volumes) Washington, DC:
/U. S. Government Printing Office.

*U. S. Department of Labor, Manpower Administration. Manpower. (All volumes) C)

Washington, DCii U. S. Government Printing Office.

"U. S. Labor Force: Projections, 1985." Monthly Labor Review 93 (May'1970):

Walker, Robert. What Vocational Education Teachers Should Know About Diiadvan-
/ taged Youth in Rural Areas. Columbus, OH: Center for Vocational Education,

1971. ED 059 352.

Young, Robert C.; Clive, William V.; and Miles, Benton E. Vocational Plannina:
Manpower Priorities and Dollars. Final Report. Columbus, OH: Center for
Vocational Education, 1972. ED 062 515.
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PREPARING FOR CURRICULUM CHANGEMODULE 3

Required Referencei

*Recommended but not required

Alfonso, Robert J.; Firth, Gerald R.; and Neville, Richard. Instructional
Supervision: A Behavior System. Boston, MA: Allyn and Bacon, 1975.

Culver, Carmen M.; Sherman, David; and Lieberman, Ann. The Power to Change:
Issues for the Innovative Educator. New York: McGraw Hill, 1970.

Firth, Gerald R., and Kimpton, Richard D. The Curriculum Continuum in Per-
spective. Ithaca, IL: F. E. Peacock, Inc., 1973.

Havelock, Ronald G., and Havelock, Mary C. Training for Change Agents..
Ann,Arbor, MI: The University of Michigan, 1973.
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- ORGANIZING INSTRUCTIONAL:STRAWIES - -MODULE 4

Strategies

Required References

*Recommended but not required

Grunlund, Norman E. Individualizing Classroom Instruction. Nv York: Mac-
millan Publishing Co:, Inc., 1974.

*Haves, Virgil M. Individualizing Instruction: A Teaching Strategy. New
York: Macmillan Publishing Co., Inc., 1970.

Hoovér, Kenneth H. The Professional Teacher's Handbook: A Guide for Improving
Instruction in Today's Secondary Schools. Boston, MA: Allyn and Bacon,
Inc., 1973.

*Kapfer, Phi/ip G., and Ovard, Glenn F. Preparing and Using Individualized
Learning for Ungraded Continuous Progress Education. Englewood Cliffs,
NJ: Educational Technology Publications, 1971.

EUiene C., and Kellough, Richard D. A Resource Guide for Secondary School
Teaching. New York: Macmillan Publishing Co., Inc., 1974. -

*National School Public Raations Association. Individualization in the-
Washington, DC: National School Public Relations Association., 1971.

Rosenthal, Robert, and Jacobsen, Lenore. Py4ma1ion in the Classroom. New York:
' Holt, Rinehart and Winston, 1968.
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PREPARING INSTRUCTIONAL MATERIALS--MODULE 5

Required References

*Recommended but not required

:orhe University of Chicago Press, 1976.k1Manual of Style. 12th ed.

-

*Ashley, Paul
,

Benathy, Bela.

P. Say It Safely: Legal Limits in Publishing, Radio, and Tele-
3rd edl Seattle: University of Washington Press, 1966.

Instructional Systems. Belmont, CA:' Fearon Publishers, 1968.

Bennett, James, and Muncrief, Martha. Instructional Materials for Occupational
Education. Ithaca, NY: Cornell University Instructional Materials
Services, 1975.

Books in Print: An Author-Title-Series index to the "Publishers Trade List
Annual." 2 volumes. New York: R. R. Bawker Co. (Annually).

Bruce, Herbert H., Jr., and Daly, J. Joseph. "Strategies for Disseminating
Curriculum Support Materials." American Vocational Journal VII
(October 1973): .29-31. EJ 084 007.

Flesch, Rudolph. The Art of Readable Writing. New York: Harper and Row,
1974.

Kemp, Jerrold E. Instructional Design: A Plan for.Unit and Course Develop-
ment. Belmont, CA: Fearon Publishers, 1971.

. Planning and Producing Audiovisual Materials. 3rd ed. New York:
Thomas Y. Crowell Company, 1975.

Klare, George R. The Measurement of Readability. Ames, IA: Iowa State
University Press, 1963.

Mager*. Robert F., and Beach, Kenneth M., Jr. Developing Vocational Instruc-
tion. Belmont, CA: Fearon Publishers, 1967.

National Trade and Professional Aseaciation Directory. Washington, DCL
Columbia Book Publishers. (Andlally).

Oxley, Vincent Edward. "Trade and Technical Instructional Materials: Their
Status, Preparation, and Use."_ Unpublished Ed. D. dissertation, University
of Missouri, 1969. ED 031 602..,

Stadt, Ronald W.; Brittle, Raymond E.; Kenneke, Larry J.; and Nystrom,
Dennis C. Managing Career Education Programs. Englewood Cliffs, NJ:
Prentice Hall, Inc., 1973.

Strunk, William, Jr., and White, E. B. The Elements of Style. New York:
'Macmillan Publishing Co., 1972.
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Taba, Hilda. Curriculum Development: Theory and Practice. New York: Har-
court, Brace, and World, Inc., 1962.

Todd, Ronald D., and Hawthorne, Richard D. "Modification of Curriculum Materials."
American Vocational Journal 48(October 1973): 42-44.

Tyler, Ralph. Basic Principles of Curriculum and Instruction. Chicago: Univer-
sity of Chicago Press, 1949.

U. S. Department of Health, Education, and Welfare. National Center for Improve-
ment of Educational Systems. Familiarization and Dissemination of Selected
Vocational-Technical Curriculum and Resource Materials. A Final Report.
Edited by Minnie Boggs and Barbara Luckner. Honolulu: University of
Hawaii, June 1975. ED 110 853.

v

149

. - !'



147

PREPARING FOR CURRICULUM EVALUATION--MODULE 6

Required References

*Recommended but not required

"41

*Ahmann, J. Stanley. Evaluating Pupil Growth. 5th ed. Boston: Allyn and
bacon, 1975.

*Alkin, Marvin C. "Criterion-referenced Measurement and Other Such Terms."
C.S.E..Monograph Series in Evaluation, #3. Center for the Study of
Evaluation. Los Angeles: University of California, 1974.

Bloom, B. S.; Hastings, J. T,; and Madans, G. F. Handbook on Formative,and
Summative Evaluation of Student Learning. New York: McGraw Rill, 1971.

*Buros, Oscar K. Mental Measurement Yearbook. Highland Parks, KJ: Gryphon
Press, 1970.

*Cronback, Lee J. Essentials of Psychological Testing. NeW York: Harper
- -and Row, 1970.

*Green, John A. Teacher-made Tests. 2nd ed. New York: harper and Raw, 1975.

Lein, Arnold J. "Construction and Use of ObservationAl Tools." Measurement
and Evaluation of Learning. Dubuque, IA: Wm. C. Brown, 1967.

*Mager, Robert. Preparing Instructional Cbjectives. Belmont, CA: Fearon
Publishers, 1975.

*Payne, David A. The Assessment of Learning: Cognitive and Affective.
Lexington, MA: D. C. Heath, 1974.

*Peatman, J.oG. "Definition and Sources of Error in Sampling." (Descriptive
and Sampling Statistics. New York: Harper, 1947.

Popham, James W. Educational Evaluation. Englewood Cliffs, NJ: Prentice
Hall, Inc., 1975.

Taba, Hilda. Teaching Strategies and Cognitive Functioning in Elementary
School 'Children. Cooperative Research Project No. 2404. San Francisco:
San Francisco State College, 1966.

Test Development Staff. Instrument Guide. Princeton, NJ: Educational
Testing Service, 1971.

*Wiley, C. E., and Schroeder, G. B. Roles of Participants in Educational
Accountability. Denver, CO: Cooperative Accountability Project, 1974.

*Wittrock, M. C., and Wiley, David E. The Evaluation of Instruction. New York: L
Holt, Rinehart, and Winston, Inc., 1970.
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PROMOTING PROFESSIONAL GROWTH ANWSTAFF DEVELOPMENTMODULE 7

Required References

*Recommended but hot required

lfonso, Robert J.; Firth, Gerald R.; and Neville, Richard F. /nstructional
Supervision: A Behavior System. Boston: Allyn and Bacon, Inc., 1975.

Department of Supervisors and &rectors of Instruction. Newer Instructional
. Practices of Promise. Twelfth Yearbook. Washington, DC: National

Education Association, 1964.

Evans, Rupert N., and Terry, David iL, eds. Changing the Role of Vocational
Teacher Education. Chicago: McKnight and McKnight, 1971.

Good, Carter V. Dictionary of Education. New York: McGraw-Hill Book Co.;
1973.

Law, Gordon F. ed. Contemporary Concepts in Vocational Education, First
Yearbook of the American Vocational Association. Washington, DC:
American Vocational Association,. 1971.

Marks, James R.; Stoops, Emory; and Stoops, Joyce King.- Handbook of Educational
Supervision., Boston: Allyn and Bacon, Inc., 1971..

Stadt, Ronald W.; Bittle, Raymond, E.; Kennelle, Larry J.; and Hystrom, Dennis C.
Managing CareeeEducatien Programs. Englewood Cliffs, NJ: Prentice Hall,
Inc., 1973.

*Wiles, Kimball. Supervision.for Better Schools. New Yoik: Prentice Hall,
Inc., 1950.

4
Wiles, Kimball, and Lovell, John T. Supervision Zor Better Schools. Englewood

Cliffs, NJ: Prentice Hall, Inc., 1975,,
4te
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4

ke.



'Dr.

Dr.

.Dr.

Dr.

Dr.

..:Department of Education

William Bakamis -
Joseph Cvaticara
Robert Harder
Alberta Hill
Constance Kralias

Predoctoral Lecturere

Rodney Cook
Henry Hensen
Karen Ingalls
Rochelle Lulow

Sandra Gill
John Holup
Jerry Keiser

Faculty, Washington State University
-

Dr. William McDougall
Dr. Ronald Murphy
Dr. Merrill Oaks
Dr. George!obinson
Dr.":Stanley Zehm. .

and Research Assistants, Department of Education

Jack Maharson
Muriel Oak's
Jack Robertson
Larry Tadlock
Robert Wieking

VECS Project Fellows

John Keith
Patsy Matsunaga
Robert McLaughlin

Othei Graduate Students, Department of Education

' David Ernigh-

George Lelakis

. Consultants

.Dr. James Bikkie
Department of Vocational Teacher
Education

College of Education
University of Idaho
MoscOW, Idaho

Miss Isabella McQuesten
Professor of Vocational

Education (Rei.)
,Oregon State University
Corvallis, Oregon

Dr. Rita Richey
Institute for Research and Develop-
ment of Competency Based Teacher
Education

Wayne.State University
Detroit, MiChigan
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Jeanette Hnnyon
Margaret Sack
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Dr: Thomas Dean, Dean .

School of Applied Arts and.
fficiendes

California State University
Long Beach, California

Dr. Jerome Moss, Jr.
Professor and Chairperson
Department Of Vocational and .

Technical Education
University of Minnesota
Minneapolis, Minnesota

Dr. Steven Selden
Graduate School of Education
University of Pennsylvania
Philadelphia, Pennsylvania
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omas Straka
Director of.VOcatiOnal Education
Kent Public Schools
Kent, Washington

.

Dr. Decker Walker
College of Education
Stanford University
Palo Alto, California

John Ven-Zant
Director of Occupational Education.
Ventura County-Schools
Ventura; California
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Leslie R. Adams
Vocational-Director
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Education Project
Kennewick, Washington
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Bruce Breinen,Assistant Superintendent
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Olympia, Washington

Bill Daniels, Director
Curriculum Management Center
Commission for Vocational Education'
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Charles M. FallstrOm, Principal
Issaquah High School'
Issaquah, Washington

Dr. Ronald Harper.
Northwest Regional Educational

Laboratory
Portland, Oregon

Richard G. Moe
Vocitional Program Director
Office of State Board for Community

College Education
Olympia, Washington

.Marion Shinn, Director
Area.VocatiOnal School
Lewis-"Clark State College
Lewiston, Idaho

R. Harold Anderibn, Manager
Information and ActiVities
Washington Water Power.-
Spokane,'Washingtot .

James L. Blue
Office of State Board for

Community College Education
Olympie, Washingtm

Mrs. Shirley Coleman
Coordinator, Career Educatidh
Seatt e School District #1
Seatt e Washington

Miguel EsqüIVël
Center ,for Indian and Migrant

Educetion
Toppenish, Washington

Mrs. Virginia 0. Hannig
'King7Snohomisfi Area Director
Employment Securities DePartment.
Seattle, Washington

'Dr. Walter S. Johnson, President
Washington Cbmmunity College

District #17
Spokane, Washington."

Dr. Robert C. Roberti
Assistant Superintendent for

Vocational Education
Renton Vocational-Technical-

Institute
Renton, Washington
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Dr. Myron R. Blee, Chief
Program Bureau, Division of
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Department of Education
Tallahassee, Florida ,

.Dor. Alonzo Crim, Superintendent
Independent School District #203.
Atlanta, Georgia

Dr. Mary Ellis, President
Ellis Associates, Inc.
College Park, Maryland

Ben Hirst, Executive Director
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Consortium of the States
Southern Association of

Colleges and Schools
Atlanta, Georgia

Mr. lee Knack
Director"of Industrial Relations
Morrison-Knutsen Company, Inc.
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George McCabe .v

California State Colleges and
UniVersity Consortium

Program Director
Office of'the Chancellor
Los Angeles,,California

Frank Pratzner, Director.'
,-Curriculum Planning and Destgn
The Center for Voeational Education.
The Ohio State University
Columbus, 04io

Dr. Byil Shoemaker
State Director of VocatiOnal

Education-
Columbus, Ohio
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Jamas L. Blue
Office of State Board for

Community College Education
Olympia, Washington

Ken Edwards, Director
11'

Skill Improvement and Training
International Brotherhood of
Electrical Workers

Washington, D.C.

.Curtis Henson, Aisistant Superin-
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Atlanta Public Schools
'Atlanta, Georgia

Joseph Julianelle, Director
Technical Assistance'and Training
U. S. Department of.Labor.
A.,Manpoler Administration
Washington, D.C.

Dr, Bette LaChapelle, Convener
'Vocational and Applied Arts Educa-

tion
Teachtr Education Division
Wayne'State University
Detroit, Michigan

Dr. Jerome Moss, Jr:
Professor And Chairperson
Department:Of Vocational and Techni-
cal EdOation.

Universip of Minnesota
Minneapolis, Minnesota

,

Dr.'Rita Richey
Institute. for Research and Develop-
ment of. CompetencrBasedTeacher
Education

Wayne State University
Detroit, Michigan

William Stevenson
Assistant Directok of VocatfoTl

Education
State Department of llocational
'Technical Education-

Stillwater, Oklahoma
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